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Foreword

The purpose of this manual is to provide working-level procedures for entering, updating, revising, and viewing
information in the Contractor Performance Assessment Reporting System (CPARS) Automated Information
Systems (AISs). Detailed requirements of the CPARS business processes are contained in the CPARS policy
guide. This system was developed to support the electronic processing of Contractor Performance Assessment
Reports (DD2846/DD2847/DD2848).

This manual translates business process requirements into detailed step-by-step procedures for individuals utilizing
the automated CPARS process. This User Manual was prepared by Naval Sea Logistics Center Detachment
Portsmouth (NSLCDET PTSMH). NSLCDET PTSMH continuously enhances the Automated Information Systems
and the User Manual to meet the needs of customers.

Please address any recommended modifications or improvements to:

CPARS Project Manager

Naval Sea Logistics Center Detachment Portsmouth

80 Daniel Street Suite 400

Portsmouth, NH 03801-3884

E-mail: webptsmh@navy.mil

Phone: Customer Support at DSN 684-1690 x486 or Commercial (603) 431-9460 x486
Fax: Com. (603) 431-9464 (No DSN fax available)

Suggestions for modifying the CPARS applications (problems, enhancements, and/or policy) may be submitted via
the User Feedback option on the Main Menu of each assigned level in CPARS.
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System Overview

The CPARS system is a web-enabled application that is accessed via the Internet website, http:// cpars.navy.mil.
The application consists of an Internet web server and a dedicated CPARS application server. By definition,
CPARS information is Sensitive But Unclassified (SBU). To protect the security of CPARS information, all actual
data entered into and retrieved from the application is encrypted using the security features incorporated into the
web browser. Access to this system requires a browser, which supports 128-hit encryption (sometimes referred to
as strong encryption or U.S. only encryption), Netscape Communicator 6.1 or higher or Microsoft’s Internet
Explorer 4.01 or higher. Additional details on browser requirements and security are available at
http://cpars.navy.mil.
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To support this workflow, each user is assigned a unique level of access by the Focal Point. CPARS Focal Points
define a User Access Matrix that restricts access on a contract-by-contract basis, based on an individual's
assigned responsibility in the process.

Major Commands, Direct Reporting Units, Wing Commanders, Systems Command (SYSCOM) Commanders,
Program Executive Officers (PEQOs), Direct Reporting Program Managers (DRPMs), Headquarters Marine Corps,
Commander Military Sealift Command, and other activity heads of contracting are responsible for overseeing the
implementation of the CPARS process within their respective organizations.
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The following paragraphs explain the correlation between defined access levels and the steps in the business
process.

Step 1 — Contract Registration. Allows general contract information to be entered by anyone assigned those
responsibilities. Contracts must be registered within 30 days after contract award.

Step 2 — Enter Proposed Ratings. Allows individuals assigned to management of specific contracts by an
Assessing Official to enter proposed ratings and supporting narrative or remarks. These ratings are relative to the
contractor’s performance for a specific contract.

Step 3 — Validate Proposed Ratings. Allows the Assessing Official to establish performance ratings and/or modify
proposed ratings for specific contracts. The Assessing Official is required to enter their name, title, organization,
etc and forward the assessment to the contractor for review.

Step 4 — Contractor Comments. Allows the contractor being evaluated to review the proposed ratings and
comment on any elements that may require further review or explanation. After review the contractor returns the
assessment to the Assessing Official to continue with the workflow process.

Step 5 — Review Contractor Comments. Allows the Assessing Official to accept and finalize the assessment, or
modify the proposed ratings and narrative, and/or forward the assessment to the Reviewing Official. If ratings are
modified, the original proposed ratings are archived and then both ratings are forwarded to the Reviewing Official

for review and comment.

Step 6 — Reviewing Official Comments. Allows the Reviewing Official (if applicable) to review the ratings
established by the Assessing Official and the response by the contractor to ensure that the ratings are fair and
supported by objective evidence. The Reviewing Official is required to comment and close the assessment.

Once the Reviewing Official completes the actions of step 6, the assessment is considered complete. Completed
assessments are copied weekly to the Federal Past Performance Information Retrieval System (PPIRS) database.
PPIRS is a warehouse of all assessments completed by Federal agencies and is accessed by source selection
officials to support future source selections and best value decisions.



Accessing CPARS

The CPARS application is accessible from http://cpars.navy.mil. The CPARS website offers links to CPARS,
ACASS and CCASS and also provides various items of interest including reference material, training information,
frequently asked questions, best practices, as well as other information. A Practice System is also available to
help users practice, learn, and understand their roles. To use the Practice System, click on Practice System
Logon located on the left side of the CPARS web page. After reading the Practice System instructions, click on
Logon to the practice application (or the Login graphic) located at the center of the screen and the
Practice System login screen displays.

To enter the CPARS Production System, click on Production System Logon.

Release 2.2.0, February 2007

User Login Screen

Loginta CPARS | Loginto ACASS | Login to CCASS

This System is for UNCLASSIFIED USE ONLY!

WARNING: This is a Departraent of Defense coraputer systera. This coraputer systern, including all related equipraent,
retworks and network devices (specifically including intermet access), are provided only for authorized 1.5, Governnent nse.
DD cormputer systerns may be monitored for all lawful purposes, including to ensure that their uze is authorized, for
managemment of the systern, to facilitate protection against unanthonzed access, and to wverify securty procedures, survivability
and operational security. Ilonitoring mcludes actree attacks by authonzed DOD entities to test or venfy the security of this
systern. Dharing mordtoring, information may be exarined, recorded, copied and nsed for anthonzed parposes. &1 inforrration,
inclnding personal inforrmation, placed o o sent over this systern ray be mordtored. Use of this DOD computer syster,
anthorized or unauthorzed, constitutes consent to mordtoring of this systern. Unanthorized use ray subject wou to criiral
prosecution. Evidence of uranthorized use collected daring mordtoring may be used for adrdnistrative, criminal or adwverse action.
Use of this syster constitutes consent to mordtoring for these purposes.

Meszages: *** The CPARSIACASSICCASS Production System will he off line on 17 February from 0700-1500 EST for a
release of system enhancements. The Practice System will be offline on 16 February from 0700-1500 EST. We apologize for
any inconvenience this may cause. If you have any questions, call (603) 431-2460 exi. 486 for technical support of
CPARSIACASSICCASS or for any gquestions on CPARS. For all other ACASS and CCASS questions please call (503) 308-

Enter the appropriate User ID and Password (case sensitive). Click on Login to CPARS. The Reset button clears
the User ID and Password boxes. The Forgot Password button allows the user to have their password re-set and
emailed to them.
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When accessing CPARS with a new password, the following New User Information screen will display. New users
are required to change passwords and complete all fields identified with a red asterisk (*).

CPARS

New User Information

(fields identified with ®  are required)
= Current Passw-:urd:l

= Hew Passw-:urd:l
= Cl:mfmnNewl

Password:
Passwords are case sensitive and must meet the following specifications:
rrmst be 2-15 characters
st contain at least two uppercase letters
st contain at least two lowercase letters
st contain at least two nurobers

st cottain at least two special characters

® User Name: |F"attj,r lser

=Email &ddress: |paﬁ}f- useng@navy. mil
=T1itle: I

=L ctraty Mame: I
=5treet bddress: I

=ity State, Sip: I

= orarnercial Phone #: I
FAX # |

DSN Phore #|

. Bave [Taer Password and Information

Enter current password in the Current Password: box. Enter a new password in the New Password: box. The
password will display as asterisks. The password is case sensitive and must contain 9—15 characters, and must
contain at least two uppercase letters, two lowercase letters, two numbers, and two special characters. Passwords
cannot contain any characters more than twice in a row. The last five passwords are kept and may not be reused,
and passwords are valid for a period of 60 days. (Check New Password Help (?) for password information).

Re-enter the new password in the Confirm New Password: box.

Complete the user information. Care must be taken to keep the user’s e-mail address current/correct for the
implementation of the electronic notification system. After all required information is entered, click the Save User
Password and Information button and a confirmation pop-up screen displays. Click the OK button.

A list of all options available for a specified access level will appear on the User's Main Menu.



Focal Point

The Focal Point is responsible for the collection, distribution, and control of assessments. Focal Points are key
players in the success of the CPARS automated process. Focal Point access is granted only upon the completion
of a signed Focal Point User Access Request Form available at http://cpars.navy.mil. Focal Points coordinate
CPARS access (create User IDs/passwords) for a specifically assigned area of responsibility and also have the
authority to enter a manually completed assessment. The Focal Point is also authorized to register contracts that
will require a contractor performance assessment. The Focal Point will assist the Assessing Official in
implementing the automated CPARS process by providing training and helping with administrative matters to
ensure that assessments are completed in a timely manner and are of high quality.

CPARES - Focal Point

Coniract #:

[nput a Completed CPAR
Cielete a Begistered Contract
ew/Print CPARs

o-Dio List
booess B uthonzation

buto Register Contracts

Register a Contract: This option allows a Focal Point to manually input basic contract information into CPARS.
The contract must be registered within 30 days after contract award. Registering a contract is the only function that
the Focal Point may perform in the automated workflow process. To register a contract, the user must be logged
on CPARS as a Focal Point and the Focal Point Main Menu must be displayed. When an assessment is to be
completed at the contract level, enter the contract number in the Contract #: box and click the Register a Contract
button. When an assessment is to be completed at the Task/Delivery Order level, enter the contract number in the
Contract #: box and include the Order Number in the Order #: box and click the Register a Contract button. In
either case, the Contract Registration data entry screen will display. Enter the Data Universal Numbering System
(DUNS) or DUNS +4 that is applicable to the contract to be registered. If the DUNS is unknown, click the Company
Name drop-down box and select one of the options and enter the applicable company name information in the
adjacent space. Click the Continue with Contract Registration button. If more than one DUNS number is found,
a listing of DUNS numbers and associated company names and addresses will be displayed. Click the appropriate
DUNS number to continue with the contract registration process. The Register a Contract data entry screen
displays and will be pre-filled with the contractor's DUNS, name and address. Continue with the contract
registration process by entering basic contract information in the spaces provided. Required fields are identified
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with a red asterisk (*). The blue question mark (?) identifies that online help is available for the data entry field.
The green tabs provide additional data entry boxes. Click each green tab and enter data in all of the required
fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Focal Point Main Menu, click the Return to the Main Menu button. Return to the
Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the
contract registration fields can be later updated by entering the contract number in the Contract #: box and, if
applicable, the order number in the Order #: box and clicking the Register a Contract button.

Input a Completed CPAR: This option allows the Focal Point to input an assessment that has been completed
manually. It must be emphasized that the Focal Point is not part of the automated workflow process. The
Focal Point can only input a manually completed assessment.

To input a completed CPAR, the Focal Point must be logged in CPARS and the Focal Point Main Menu must be
displayed. Enter the contract number in the Contract #: box and the order number, if applicable, in the Order #:
box. Click the Input a Completed CPAR button.

If the contract has already been registered, a data entry template will be displayed with the contractor's name,
address, and DUNS already pre-filled. The green tabs provide additional data entry boxes. Click each green tab
and fill-in the required fields (*) to enter a completed assessment.

If the contract was not previously registered, the Focal Point must first select the applicable form type for this
contract. Next a data entry template will be displayed, but without the contractor’s name, address, and DUNS pre-
filled. The green tabs provide additional data entry boxes. Click each green tab and fill-in the required fields (*) to
enter a completed assessment.

The assessment data entry template offers on-line help for all fields displayed with a blue question mark (?).
Clicking on a blue question mark will provide an explanation of the information required in the adjacent field. Click
Close to close the help window. The assessment data entry template identifies required fields with a red asterisk

(*)-

When using the Input a Completed CPAR option, the Focal Point is allowed to save an assessment that he or she
has started to enter, but can not finish during the same Login session. Clicking the Save Data button will save the
Focal Point’s partially completed work. NOTE: Report Type and Period of Performance must be filled in to save
a partially completed assessment. When the Focal Point is ready to finish entering the saved assessment, he or
she will Login to CPARS, at the Main Menu enter the contract number in the Contract #: box and the order
number, if applicable, in the Order #: box, and click on the Input a Completed CPAR button. The assessment that
was in the process of being entered, but was saved and closed, will be displayed for additional data entry.

When the data entry process is complete, click the Validate and Close the CPAR button. To return to the Focal
Point Main Menu, click the Return to the Main Menu button. The Return to the Main Menu button does not save
any information that has been previously entered since the last save.

Delete a Registered Contract: This option allows the Focal Point to delete a previously registered contract. To
delete a registered contract, enter the contract number in the Contract #: box and the order number, if applicable,
in the Order #: box. Click the Delete a Registered Contract button and the Delete Contract Confirmation
screen displays. Select the Confirm Delete button after verifying the correct contract is about to be deleted from
the CPARS database. Select the Cancel Delete and Return to the Main Menu button to cancel the contract
deletion process. NOTE: Contracts that have assessments started or completed cannot be deleted from the
CPARS database.

View/Print CPARs: This option allows the Focal Point to view an assessment in a read-only format. To view an
assessment, the user must be logged in CPARS as a Focal Point and the Focal Point Main Menu must be




displayed. Enter a contract number in the Contract #: box and the order number, if applicable, in the Order #: box.
Click the View/Print CPARSs button and the assessment will appear in HTML format. If more than one assessment
exists for the same contract (and order, if applicable), a list of assessments will display. Click on the contract
number of the assessment to be viewed in HTML format. Click the View CPAR as PDF button to view the
assessment using Adobe Acrobat Reader. Once the assessment is displayed, the user is able to view and/or print
the assessment on a local printer. To return to the Focal Point Main Menu, click the Close button.

To-Do List: This option is a quick and efficient way for the Focal Point to monitor and check the status of pertinent
assessments in CPARS. Click the To-Do List button from the Focal Point Main Menu. A To-Do List Parameters
screen displays. The Focal Point can select Include All to produce a list of all assessments that have been started
and require action within his or her area of responsibility. Select Limit by Contract Number and enter a contract
number in the adjacent field to limit the list of assessments to a specific contract. The Focal Point can also limit the
To-Do List to a specific User Role or User by making the appropriate selections. Select the desired parameters
and include a sort option, if required. Click the Show To-Do List button.

CPARS
To-Dro List Parameters
* Include All
" Limitby Coniract Number: I
" Limithy User Role: (Select from List) -l
" Limit hy User: (Select from List) =l

Sorihy : (1) Contract Numherj
(2 Mone) j
(3] (Mone) j

. howr To-Dio List
. Feturn to the Ilain hlenn

A list of assessments will display based on the parameters selected by the Focal Point. The To Do List identifies,
for each assessment, the action required and the name of the individual responsible for completing the action. To
return to the To-Do List Parameters screen, click the Return to the To-Do List Parameters button. The Return to
the Main Menu button returns the user to the Focal Point's Main Menu.

Access Authorization: This option is used by Focal Points to provide access to CPARS, to modify existing user
accounts, to view a list of existing users, to transfer access from one user to another, and to assign an Alternate
Focal Point. To provide access to CPARS, the Focal Point must complete an Access Authorization Matrix
(described below). An Access Authorization Matrix is required for all personnel involved in the automated workflow
for the contracts within the Focal Point's area of control. The “role” or level of access assigned to an individual is
based on information that the Focal Point receives from project management teams (and the like) for the contracts
that require evaluating contractor performance.
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CPARS

Access Authorization Menu

reate Mew User Aocess
IWIodifyy Fxsting User Access

iew Exdsting User Becess

ransfer User &ocess to Another User
b agior & ltermate Focal Point
Feturn to the Wiain hienn

Create New User Access: To create a new user account or to give an existing user access to a new contract
number, click on the Access Authorization button located on the Focal Point Main Menu. Click the Create New
User Access button from the Access Authorization Menu. The Create New User Access screen displays.

CPARS Practice - Create New User Access
Onder | add [ Delste |

1. Enter Contract({s):

Contract: I
Deleta All |
2. Select User Role: [(Select User Role) =]
3. Enter New User MName: I
Frail I frequired for new users onip)
ot Select Exsting User: Search | I Delate |
4. &dd User: Add User |

| |User Eole |User Name |User Enm.illUser Idl Contracts |User Type

reate Uzer bocess Ivatrx
lear &1 Data
twrn to the becess Authorzation Wen

twrn to the Iain Menn

In step 1 the Focal Point must enter the Contract Number and Order Number, if applicable, and then click the Add
button for each contract and order number entered. If an incorrect contract or order number is entered after clicking
Add, highlight the incorrect contract number and click on the Delete button. In step 2, select the user role from the
Select User Role drop-down box. In step 3, the Focal Point will enter a New User Name (First Name and Last
Name only) and Email (required for new user) or will Select Existing User. To select an existing user, click the
Search button and the Search for existing Government (or Contractor) Users: window will display. Enter the
full or partial last name and click on the Search button. A list of existing user names will display. Click on the
desired name and the name will appear in the Select Existing User box. The Delete button removes the selected
user name from the Select Existing User: box. In step 4, click the Add User button after entering the information
required in steps 1 through 3. The Focal Point should repeat steps 2 through 4 as necessary to provide access to
the contracts and order numbers identified in Step 1. A matrix will display containing each entry.

11



CPARS - Create New User Access
Add |

1. Enter Contract(s): Delete |

Delete All |

Contract: Order: I

2. Select User Role: [(Select User Role) =]
3. Enter Mew User Marme: I
Eroail I frequired for new users onip)
or Select Exdsting User: Search | I Delate |
4. &dd User: Add User |
User Role User MName User Email User Id | Coniracts User Type

Delete |Contract Diata Entry  |[BETA TESTER. 1 CPARI |M45112C070802, | Exsting
Dielete | &ssessing Official Rep |BETA TESTER. 2 |btesterd@nowhere 1l | MA51 120070802, | Mew
Delete | &ssessing Official BETA TESTER S |CPAR3 N45112C070802; | Exsting
Dielete | Contractor Rep BET& TESTER. 4 hetatesterd@mwhere.nﬁl| Ma51 1200700802, | Mew
Delete | Beviewing Citicial BETA TESTER. & |CPAR6 M45112C070802; | Exsting

reate Uszer bocess Datmx
lear A1 Diata
turn to the Access Buthorization Ien

turn to the Ifain hienn

To delete a user from the matrix, click the Delete button located to left of the users role. The Clear All Data button
clears all data entered in the matrix. After all contracts/orders, roles, names, and emails have been entered, click
the Create User Access Matrix button. A User Access Authorization Matrix displays.

CPARS - User Access Authorization Matrix

Please review the following User MWlatrix:

User Role User Mame User Email User Id | Coniracts User Type
Contract Data Entry  |BETA TESTER. 1 CPARL|N45112C070802; (Exsting
Luggessing Official Rep |[BETA TESTER 2 btester2@mnowhere il | 17451 12C070802, (e
Lissessing Official BETL TESTER. 3 |CPAR3 14511 2C070802; | Exdsting
Contractor Rep BETL TESTER. 4 etatester4@mwhere.rrdl| M45112C070802; | Hewr
Besiewing Official BET4 TESTER. & |CPAR.6 14511 2C070502; | Exdsting

uthonze Lccess to these Users
odifyy Access Iatrix to Conrect Mistakes

tirm to the hiain Llenu
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This screen presents an opportunity for the Focal Point to review information for accuracy. If information has been

entered incorrectly, click the Modify Access Matrix to Correct Mistakes button and the previous screen will
display allowing the Focal Point to make the required changes. If all information is correct, click the Authorize

Access to these Users button. The completed User Access Authorization Matrix displays providing User Role,

User Name, User Email, User ID, Status ("Authorized” indicates the access was created), Contracts and User

Type. A system generated email will be sent to users when they are assigned to a workflow role to inform them of

their User ID, temporary password procedures, responsibilities, and resources available.

Click on Return to the Access Authorization Menu or Return to the Main Menu, as applicable.

CPARS - User Access Authorization Matrix

& coess has been authonzed for the following users to the associated Contracts.

and providing instructions on howw to acguire a temporary password (if applicable).

* Mote: if the Status indicates Failed, please contact the custorner support desk for assistance.

A System-generated email has been sent informing users of their User ID, responsibilities and resourrces,

Tser Role [ser Name [Iser Email Userld Status* Contracts User Type
Contract Data Entry BET& TESTER. L CPARLD  Authorized M45112C070202; Exsting

L gzessing Official Rep BET A TESTER 2 btesterdi@nowhere mil  BTESTER. fAuthonzed M45112C070802,; Mewr

A ssessing Official BET4A TESTER. 3 CPARS  Authorized M45112C07T0202; Exdsting
Contractor BEep BETA TESTER. 4 betatesterdi@nowhere tril BETESTE Authonzed N45112C070802; Hewr
Resviewing Official BETL TESTER. & CPARA  Authorized M45112C07T0202; Exsting

tumn to the Leocess &uthorization hlen

turn to the Ilain Ivlenn

Modify Existing User Access: This option allows the Focal Point to change existing users’ access level; to
remove users’ access to contracts; to reset passwords; to update users’ profile information; and to delete users

from the CPARS application. To access the Modify Existing User Access option, click the Access

Authorization button on the Focal Point Main Menu. Click the Modify Existing User Access button from the

Access Authorization Menu and the Modify Existing User Access Screen displays.

CPARS - Modify Existing User Access

Select a Contract: | [oelect Contract) | orUser |(=elect User) -

“Wiew ACCeSS |

Users Authorized by You:

| |usER nanE [UsER D |PASSWORD |USER ROLE | |

turm to the Seocess Authonzation Men

turn to the Biain Iienn

To modify existing user access by contract, click the Select a Contract drop-down box and all contracts
authorized by the Focal point will display. Select the desired contract and click the View Access button. The

Users Authorized by You: matrix displays.

13



CPARS - Modify Existing User Access

Select a Clontract: I 4511235 C0000 vI ot UT=zetr: ESE'ECt USEr:l -

“iew ACCcess |

Users Authorized by You:

USER HAME USER I PASSWORD | UTSER ROLE

[Deelete Uzer] |Miodify] |BRAD BLAKE [Change Profile] |PSBEBELAK |[Resef] Luzzessing Offirial Rep
[Delete Uger] |[Modify] |DAVE SWMITH [Change Profile] |P$DEMITH |[Begef] Contract Data Entry
[Delete User] |[Mlodify] |FEANE FINCH [Change Profile] |PSFFING | [Resef] Contractor Rep
[Delete Uzer] |[Mlodify] |JARES DOE [Change Profile] PILDOE | [Reset] Luzzessing Official
[Cielete Uzer] |[Mulodify] |SHERRY JOWES [Change Profile] |[PESTONES | [Reset] Fevipwing Offirial

turm to the Leooess Authonzation Mlen

turm to the Ivlain Ivienn

A list of all users who have been given access to the specific contract will display and the Focal Point can then
choose to Delete, Modify, Change Profile, or Reset password, as required.

[Delete User] — Clicking on this option allows the Focal Point to completely delete a user from the CPARS
database.

[Modify] — Clicking on this option allows the Focal Point to modify the existing user’s role. Click [Modify] and the
Modify User Access view displays. Select the new user role from the New User Role drop-down box and click
the Modify User Access button.

[User Name] — Clicking on the user’'s name allows the Focal Point to view the user’s profile information including
User ID, Name, Organization, Address, Email, and phone number(s).

[Change Profile] - Clicking on this option adjacent to a user's name allows the Focal Point to update the user’'s
profile information including Name, Organization, Address, Email, and phone number(s).

[Reset] — This option allows the Focal Point to reset a user’s password. Click [Reset] and the Confirm Password
Change pop-up box will appear and includes a new temporary, system-generated password. The Focal Point must

click the OK button to confirm and establish the new password in CPARS. It is the Focal Point’s responsibility to

convey the new temporary password to the user. Click the OK button and a pop-up message “Password has been

reset” displays.

To modify an existing user’s access by User name, click the User drop-down box and all user names that have

been authorized access to CPARS by the Focal Point will display. Select the desired user name and click the View

Access button. The Users Authorized by You: matrix displays.

14



Select a Contract: | (=elect Contract)

Wiew Access |

CPARS - Modify Existing User Access

| orUser: ISHEHH“rr JOMES vI

Users Authorized by You:

USER NANME USER ID FASSWIORD |TSER ROLE Coniracis
[Delete Uaer] |[Mlodify] |SHEREY JOMES [Change Profile] |PESTIONES | [Reset Lugsessing Official Rep | 1451 1 20400055
[Dielete Ueer] |[Miodify] |SHERRY JONES [Change Profile] |PESICNES | [Reset Renviewing Official HA511 23600000

tumm to the &ccess Authonzation e

turm to the Iiain Ienn

A list of all users and the specific contracts they have been given access to will display and the Focal Point can

then choose to Delete, Modify, Change Profile, or Reset password, as required.

Return to the Access Authorization Menu button allows the Focal Point to continue with other access
authorization options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

View Existing User Access: This option produces a list of user names that have been authorized access to

CPARS by the Focal Point. To access the View Existing User Access option, click the Access Authorization

button on the Focal Point Main Menu. Click the View Existing User Access button from the Access Authorization
Menu and the View Existing User Access screen displays.

CPARS - View Existing User Access

Contract: I ALL bt I et I AL - I

“iew ACCESS |

Users Authorized by You:

USER NANME

USER ID USER ROLE

turmn to the &ccess Authonzation Men

turn to the Biaim Iienn

LASTLOGON DATE

To View Existing User Access by Contract, click the Contract drop-down box and all contracts authorized by the
Focal Point will display. Select the desired contract number and then click the View Access button. A list of Users

who have been given access to the specified contract will display. The User ID, User Role and Last Logon Date

are also provided. If the Focal Point would like to view the User’s profile information, click on the User's Name and

the User ID, Name, Organization, Address, Email and Phone Number(s) will appear. The [Spreadsheet] function
will export the data columns displayed into a Microsoft Excel Spreadsheet.
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CPARS - View Existing User Access

Contract: | N451 123600000 S

“iew ACCess |

Spreadsheet]

Users Authorized by You:

USER NANE USER ID USER ROLE LASTLOGON DATE

BRAD BIAKE P{BBELAE & zgessing Official Rep NEVER

DAVE SMITH PDSMITH Contract Data Entry NEVER

FRAWE FINCH PYFFINC Contractor Bep NEVER

JAIES DOE PHIADOE Hszessing Official NEVER

SHERRY JOHES PESIONES Rerviewing Official NEVER

tumm to the Secess Suthonzation Menu]
turm to the Iiain Ivenn

To View Existing User Access by User, click User drop-down box and all users authorized by the Focal Point will
display. Select the desired user name and click the View Access button. A list of contracts that the user has
been given access to will display. The User ID, User Role and Last Logon Date are also provided. If the Focal
Point would like to view the User’s profile information, click on the User's Name and the User ID, Name,
Organization, Address, Email and Phone Number(s) will appear.

CPARS - View Existing User Access

Contract: I-'E'\LL vI T_TSE:I':ISHERRWIIr JONES TI

Yiew ACCESS |

Spreadsheet
Users Authorized by You:
USER NAME USER ID USER ROLE LASTLOGON DATE  Contracts
SHERRY JONES  PESIONES  Assessing Official Rep MEVEER. 451120409955
SHERRY JOMES  PESIONES  Rewiewing Official MEVEER M4511236C0000

turm to the &coess Authonzation Mlemn
turm to the Ilain Iienn

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Transfer User Access to Another User: This option allows the Focal Point to transfer CPARS access from one
user to another user as the need arises. This function is particularly useful when individuals are reassigned and no
longer involved with initiating or completing assessments.
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To transfer user access to another user, click the Access Authorization button from the Focal Point Main Menu.
Click the Transfer User Access to Another User button and CPARS Transfer User Access screen will display.

CPARS - Transfer User Access to Another User

Transfer User Access:
1. Select From User: ||[Se|ect From Usen j [T Delete User bfter Transfer
2. Select User Riale: I "I

3. Select Contracts: I -I
4. To User, Select Existing User:  Zearch | I Delete |

ar Enter a Mew User: Harne: I

Erpail: I {required, new users oniy)

ransfer &rooess
tum to the &ccess Authonzation hienl

turm to the Iiain Iienn

In Step 1, select a user name from the Select From User drop-down box. If the selected user no longer requires
access to CPARS, click in the check box adjacent to Delete User After Transfer (a check mark will appear in the
box). This action will delete the user from the CPARS database when the Focal Point clicks on the Transfer
Access button. In Step 2, click on the Select User Role drop-down and select the role to be transferred. In Step
3, select the contract number to be transferred. In Step 4, the Focal Point will identify the transfer “To User.” To
select a user who already has access to CPARS, click the Search button and the Search for existing
Government/Contractor Users: window displays. Enter the full or partial last name and click on the Search
button. A list of existing user names will display. Click on the desired name and the name will appear in the Select
Existing User: box. The Delete button removes the selected user name from the Select Existing User: box. If
the “To User” is not an existing user, enter the name and e-mail address of the new user in the spaces provided.
Click the Transfer Access button to complete the transfer process. NOTE: When transferring to a New User,
CPARS will assign/identify the new user’s User ID. A system generated email will be sent to users when they are
assigned to a workflow role to inform them of their User ID, temporary password procedures, responsibilities, and
resources available.

Return to the Access Authorization Menu allows the Focal Point to continue with other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Assign Alternate Focal Point: This option allows the Focal Point to assign up to three individuals as an Alternate
Focal Point. An Alternate Focal Point has the very same privileges as the Primary Focal Point. The Primary and
Alternate Focal Points are allowed to work in CPARS at the same time to create/manage user accounts and to run
reports, etc. To assign an Alternate Focal Point, click the Access Authorization button from the Focal Point Main
Menu and the Access Authorization Menu displays. Click the Assign Alternate Focal Point button and the
Assign Alternate Focal Point screen displays.
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CPARS - Assign Alternate Focal Point

1. Enter Mew Uszer:

Marne: I

Errail: I frequired, new uzars only)
or Select Exsting User: I (Select User) j iy |
Crurrent &lternate Focal Point(s):
Mame User Id Pagsword Delete Phone Number Email Address

LLIEN MCOGEE  AMCGE [Beget] [Delete] 222-333-4567  AN@noernal array.mil
EDMO WARCELT ELARCELT [Reset]  [Delete] A03-431-8440  edmond marcesni@inay . mil
JEFF LANGEVIN JLANG [Beget] [Delete] 222-333-1258  JL@noemail array.mi

ssign & ltermate Focal Point
tum to the Secess Authonzation Menn)

turm to the Iviain Ivlenn

The Focal Point must identify the designated Alternate Focal Point by entering a name in the Enter New User
Name: box, or by selecting an existing user from the Select Existing User: drop-down box. The drop-down box
includes a list of existing users that have been given access to CPARS by the Focal Point. The adjacent View
button allows the Focal Point to view the existing user’s profile information, including User ID, Name, Organization,
Address, Email, and Phone Number(s). Once a new name is entered or an existing user selected, the Focal Point
will click the Assign Alternate Focal Point button. NOTE: When the Alternate Focal Point is a New User, CPARS
will assign/identify the new user’s User ID. A system generated email will be sent to users when they are assigned
as an Alternate Focal Point to inform them of their User ID, temporary password procedures, responsibilities, and
resources available. To delete the current Alternate Focal Point(s), click the Delete option.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Auto Register Contracts. This feature provides Focal Points the ability to produce and review a list of CPARS-
eligible contracts. From the list of eligible contracts, the Focal Point is able to quickly auto-register individual
contracts/orders in CPARS. Registering contracts in CPARS is the process of entering basic contract award data,
and is required prior to initiating a CPAR. In February 2007 CPARS established an interface with the Federal
Procurement Data System-Next Generation. This weekly data feed is the basis for the Auto Register Contracts
feature. Up to the most recent three years of contract award information is available.

Auto Register Contracts Parameters Screen. Focal Points are allowed to query for CPARS-eligible contracts by
entering a Contract Office Code, or Full or Partial Contract Number. Results can be filtered by Business Sector.

Contracts previously removed from the CPARS-eligible list can be viewed and auto-registered by checking the box
to Include Removed Contracts.

18



CPARS

Auto Register Contracts

Coniract Office Cndﬂ:l

example: WASI1D (Hsi afl condractsiorders issued by the Comfracing Ofice with
this DODAAC)

0T:
Full or Partial Contract Nu.m]]er:l

examples; WAS112 (Jisf all condractsforders with this DODAAD
MA511206  (Fisf qlf confracizforders with fhis DODAAC m FTOG)
HAS11206C0001 (Hhisf fhe confractorders for #his confract)

Business Sector jopfional) :I All Business Sectors j
™ Include Removed Contracts

pase ensure that you only access those contracis that you are responsible for as there may he more than one Focal
pint working on coniracts within your DODAAC.

Feturn to the Ilain Menn

Contract Office Code. This is usually a six position DoDAAC for the Contracting Office. The query will produce a
list of CPARS-eligible contracts/orders that have been placed by the applicable Contracting Office. Access may be
denied to contracts/orders outside the Focal Point’s normal cognizance, but exceptions can be granted by the
NSLC Help Desk. Note that particular care should be taken when registering contracts/orders as the Focal
Point then assumes ownership and responsibility for that contract/order, and makes that contract/order
inaccessible to other Focal Points.

Full or Partial Contract Number. Focal Points should use this option when searching CPARS for a specific
contract number or to produce a specific list of CPARS-eligible contracts. For example, if a Focal Point would like
to produce a list of CPARS-eligible contracts for their organization (e.g. N45112) for a specific fiscal year, he or she
would enter the value of N4511206 to search for all CPARS eligible contracts/orders that begin with N45112 and
were awarded during FY06.

Business Sector. This option can be used by the Focal Point to filter the list of CPARS-eligible contracts. In our
example above, the Focal Point entered a partial contract number of N4511206, which would produce a list of
CPARS-eligible contracts beginning with N45112 and awarded during fiscal year 06. If the Focal Point’s desire was
to produce a list of CPARS-eligible contracts for N4511206 and for the “Ship Repair and Overhaul” Business
Sector, he or she would have included “Ship Repair and Overhaul” from the drop list as part of the partial contract
number search.

Auto Register Contracts CPARS-eligible List Screen. Queries run in the previous Parameters Screen will result
in a list of contracts/orders that are eligible for reporting. The CPARS-eligible list is filtered by Business Sector and
applicable minimum dollar threshold. So, contracts/orders not meeting the DoD established minimum dollar
threshold for CPARS reporting will not be displayed. Also, contracts/orders that have already been registered in
CPARS will not be displayed. Contracts/orders not displayed on the CPARS-eligible list can be registered using the
manual registration process from the CPARS Main Menu screen.
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CPARS - Auto Register Contracts

Refresh Data |

CONTRACT NUMEER ORDER NUMBER CONTRACT OFFICE CODE CONTRACT OFFICE DOLLAR VALUE AWARD DATE REMOVE FROM LIST
Z4511205D0006 245112 NELC PORTSWIOUTH DET BETA TEST $65,000,000 10/10;2005 EBEMOVE
2451120500006 0o01 245112 MSLC PORTSWIOUTH DET BETA TEST $13,500,000 10j10/2005 EERLICOVE
Z4511205D0006 000z Z45112 NELC PORTSWIOUTH DET BETA TEST $5,500,000 101052005 EBEMOVE

turn to the Auto Register Contracts Parameters
turn to the Wain Menu

Selecting the appropriate contract/order number will open a window with the contract award data and allow auto
registration. Contract Office Code and Contract Office identify the Contracting Office that placed the contract/order.
Dollar Value is the aggregate value of obligated funds, and is used to determine minimum reporting dollar
thresholds. Award Date indicates the date the contract/order was awarded. Refresh Data will renew the screen,
removing any contracts/orders that had been registered or removed.

Remove From List allows the Focal Point to remove from view a contract/order. Note that this does not delete the
data or absolve the Focal Point of reporting responsibility. This feature could be useful in the example of an IDIQ
contract with several orders. The Focal Point could choose to report on the base contract and remove the individual
orders from the CPARS-eligible list. Contracts/orders that are removed from the list can be viewed and registered
by checking the Include Removed Contracts box on the Parameters Screen. Particular care should be taken
when removing contracts/orders as this removes visibility on these contracts/orders for all Focal Points.

Auto Register Contracts Reqgister Contract Screen. Contract award data for the contracts/orders selected in the
previous CPARS-eligible List Screen will be displayed. The Focal Point should review the data and select the
appropriate Acquisition Program Manager (APM) from the drop-down list. The APM identifies the organization
responsible for CPARS reporting and is specific to the Focal Point. For example a Navy Focal Point will see the
Navy SYSCOMs, while an Army Focal Point will see the Army MACOMSs. Finally, select Register Contract to enter
the contract award data into the CPARS system and complete the auto registration process. Note that Contracting
Officer Name and Email data is only available for Army and US Army Corps of Engineers contracts/orders.

CPARS - Auto Register Contract

Comiract Number: 2451120500002 Order Number:

Data Current as of Modification Number: Modification Date:

DoD Business Sector & Sub-Sector: Services/TT/Operations - Electrical
MName/Address of Coniracior { Division)

Compary Marme: ACHE WIDGETS, INC

Street Address: 101 WIDGET WAY

City, State, Sip Code: ANYTOWH NH 03201 Country:

DUNS Number: 205000000

FSC: 350 NAICS Code: 123456

Coniracting Office: IMSLC PORTSMOUTH DET BETA TEST
Coniracting Officer Name:

Coniracting Officer Email:

Comiract Award Date: 1001002005  Coniract Completion Date: 1001002010
Awarded Dollar Value: $65,000,000 Current Contract Deollar Value: $65,000,000
Type of Buy: Competitive

Contract Type: FFF  Diived/Other:

A;qujsiﬁnnh-mger;lﬁelect an AP j

Register Contract | Cancell F'rintl
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NOTE: The remaining Focal Point Main Menu options are also applicable at various CPARS access levels. As
such, each option is described in more detail in later and separate sections of this user manual. Please refer to the
Table of Contents to locate and obtain additional information on the following menu options:

CPAR Status Report: This option allows the Focal Point to monitor the status of assessments that have been
started or completed for each contract the Focal Point has given access to. The CPAR Status Report will display
information as counts (e.g. number of assessments complete) or a list of assessments that allows the Focal Point
to gain read-only access to each assessment. (See CPAR Status Report Section for more specific
information)

Contract Status Report: This option allows the Focal Point to monitor the status of contracts that he or she has
given access to. The Contract Status Report will display information as counts (e.g. number of contracts due for an
assessment) or as a list of contracts that identifies the status of each contract (e.g. current, due, overdue) (See
Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Focal Point to run a report that will identify the distribution of
ratings for all completed assessments under the Focal Point’'s cognizance. The report can be qualified by date or
major command. (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Focal Point to monitor the processing times for all assessments
under his or her cognizance. For example, this report will identify the number of assessments completed for a
specific month and how many were completed within the 120-day goal. (See Processing Times Report Section
for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. This option also allows users to select additional, optional email notifications and to change their
CPARS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Contract Data Entry

The Contract Data Entry access level is authorized by the Focal Point to register and update basic contract
information. The contract must be registered in CPARS within 30 days after contract award.

CPARS - Contract Data Entry

1w Print Contract

| JoPaR Stas Repon
harge User ProfilefSwitch Becess Lesvel
ser Feedback

Lognft

Register a Contract: This option allows a user to manually input basic contract information into CPARS.
Registering a contract is the only function that the Contract Data Entry user may perform in the automated workflow
process. To register a contract, the user must be logged on CPARS at the Contract Data Entry level and the
Contract Data Entry Main Menu must be displayed. When an assessment is to be completed at the contract level,
enter the contract number in the Contract #: box and click the Register a Contract button. When an assessment
is to be completed at the Task/Delivery Order level, enter the contract number in the Contract #: box and include
the Order Number in the Order #: box and click the Register a Contract button. In either case, the Contract
Registration data entry screen will display. Enter the DUNS number (DUNS +4, if applicable) applicable to the
contract to be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of the
options and enter the applicable company name information in the adjacent space. Click the Continue with
Contract Registration button. If more than one DUNS number is found, a listing of DUNS numbers and
associated company names and addresses will be displayed. Click the appropriate DUNS number to continue with
the contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Contract Data Entry Main Menu, click the Return to the Main Menu button. Return to
the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the
contract registration fields can be later updated by entering the contract number in the Contract #: box and, if
applicable, the order number in the Order #: box and clicking the Register a Contract button.

View/Print Contract: This option allows the Contract Data Entry user to view registered contracts in read-only
format. To view a contract, the user must be logged on CPARS as a Contract Data Entry user and the Contract
Data Entry Main Menu must be displayed. Enter a contract number in the Contract #: box and, if applicable, enter
the order number in the Order #: box. Click the View/Print Contract button. The contract will be displayed in read
only format and the user has the option to print the contract to a local printer. To return to the Contract Data Entry
Main Menu, click the Return to Main Menu button.

CPAR Status Report: The CPAR Status Report at the Contract Data Entry level is unique in that the status of the
assessment(s) is provided, but the entire assessment cannot be viewed. Entire assessments are not accessible at
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the Contract Data Entry level because this is the only level in the automated workflow process that can be granted
to a support contractor. Support contractors are not permitted to view another contractor’s past performance
assessments. Click the CPAR Status Report button from the Contract Data Entry Main Menu. A list of
assessments and the current status of each will display. Click on the contract number of an assessment and only
the basic contract information will display in a read-only format. Click Close to select another contract number to
view. The Return to the Main Menu button returns the user to the Contract Data Entry Main Menu.

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address, or phone number changes. This option also allows users to select additional, optional email naotifications
and to change their CPARS password. The Switch Access Level feature is available when users are assigned
more than one level in the workflow process. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Assessing Official Representative

An Assessing Official Representative has the authority to initiate and update assessments, but does not have the
authority to send the assessment to the Defense Contractor Representative or to finalize an assessment.

CPARS - Assessing Official Rep

Coniract #:

hange User ProfilefSwitch Access Lewvel
ser Feedback
1 gljff

Register a Contract: This option allows an Assessing Official Representative to manually input basic contract
information into CPARS. The contract must be registered within 30 days after contract award. To register a
contract, the user must be logged on CPARS as an Assessing Official Representative and the Assessing Official
Representative Main Menu must be displayed. When an assessment is to be completed at the contract level, enter
the contract number in the Contract #: box and click the Register a Contract button. When an assessment is to
be completed at the Task/Delivery Order level, enter the contract number in the Contract #: box and include the
Order Number in the Order #: box and click the Register a Contract button. In either case, the Contract
Registration data entry screen will display. Enter the DUNS number (DUNS +4, if applicable) applicable to the
contract to be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of the
options and enter the applicable company name information in the adjacent space. Click the Continue with
Contract Registration button. If more than one DUNS number is found, a listing of DUNS numbers and
associated company names and addresses will be displayed. Click the appropriate DUNS number to continue with
the contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Assessing Official Representative Main Menu, click the Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the
contract registration fields can be later updated by entering the contract number in the Contract #: box and, if
applicable, the order number in the Order #: box and clicking the Register a Contract button.

Initiate a CPAR: This option allows the Assessing Official Representative to initiate the assessment process by
entering proposed ratings and remarks. It must be noted that if the Assessing Official initiates the
assessment, CPARS will not allow the Assessing Official Representative to access the assessment for data
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entry purposes. To initiate an assessment, the user must be logged in CPARS as an Assessing Official
Representative and the Assessing Official Representative Main Menu must be displayed. If the assessment is to
be completed at the contract level, enter the contract number in the Contract #: box and click the Initiate an
Assessment button. If the assessment is to be completed at the Task/Delivery Order level, enter the contract
number in the Contract #: box and include the Order Number in the Order #: box and click the Initiate a CPAR
button. In either case, the data entry screens display and are pre-filled with the basic contract information and any
miscellaneous information entered during contract registration. NOTE: The contract must be registered before an
assessment can be initiated. The green tabs provide additional data entry fields. Click each green tab to
complete the Initiate a CPAR process.

The assessment data entry screens identify required fields with a red asterisk (*). However, the Assessing Official
Representative is allowed to save a partially completed assessment without addressing all the required fields.
Clicking the Save Data button will save the partially completed assessment. NOTE: Report Type and Period of
Performance must be filled in to save a partially completed assessment. When the Assessing Official
Representative is ready to continue working on the assessment, simply Logon to CPARS, click on the To-Do List
(see below) and click on the contract/order number of the assessment to be completed. The assessment that was
previously initiated, but was saved and closed, will be displayed for additional data entry.

Online help is available during the data entry process. Fields identified with a blue question mark (?) indicate
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field. Ared bar —a— located beneath any of the green rating tabs indicates at least
one element has been rated for the specific performance area.

If the proposed ratings and remarks are ready for the Assessing Official’s review, click the Validate and Send to
the Assessing Official button. NOTE: All required fields must be completed at this time. The Assessing Official
will be notified via e-mail that an assessment is ready for review. A message will appear stating that the Assessing
Official has been notified. Click the OK button. The assessment will display in HTML format. Click the View
CPAR as PDF button to open and view the assessment using Adobe Acrobat Reader. The Assessing Official
Representative is now locked out of the assessment and may now only view the assessment. To return to the
Assessing Official Representative Main Menu, click Return to the Main Menu button. Return to the Main Menu
button does not save any information that has been entered.

Delete an Incomplete CPAR: This option allows the Assessing Official Representative to delete an assessment
that has been initiated, but not yet sent to the Assessing Official. To delete an incomplete assessment, enter the
contract number in the Contract #: box and the order number, if applicable, in the Order #: box at the Assessing
Official Representative’s Main Menu. Click the Delete an Incomplete CPAR button. The Delete Record
Confirmation screen will display. Select the Confirm Delete button to delete the assessment from the CPARS
database. Select the Cancel Delete and Return to the Main Menu button to cancel the deletion of the
assessment.

View/Print CPARs: This option allows the Assessing Official Representative to view (or print) an assessment, but
not modify or change any of the information on the form. To view (or print) an assessment, enter the contract
number in the Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print
CPARS button. If more than one assessment exists for the contract number a list of assessments will display.
Click on the contract number of the assessment to be viewed. The assessment will display in HTML format. Click
View CPAR as PDF to view the assessment using Adobe Acrobat Reader. Once the assessment has been
displayed, the user is able to scroll through the report and/or print it on a local printer. To return to the Assessing
Official Representative Main Menu, click the Close button.

To-Do List: This option is a quick and easy method for the Assessing Official Representative to see all the
assessments that he or she needs to update and send to the Assessing Official for validation. The To-Do List will
also include assessments that have been returned by the Assessing Official for rework. Click the To-Do List
button from the Assessing Official Representative Main Menu. A list of assessments will display. Click on the
appropriate contract number and the assessment is opened in data entry format ready for the Assessing Official
Representative to complete the required action.
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CPAR Status Report: This option allows the Assessing Official Representative to monitor the status of
assessments that have been started or completed for each contract that he or she has been authorized access to.
The CPAR Status Report will display information as counts (e.g. number of assessments complete) or a list of
assessments that allows the Assessing Official Representative with read-only access to each assessment. (See
CPAR Status Report Section for more specific information)

Contract Status Report: This option allows the Assessing Official Representative to monitor the status of
contracts that he or she has been authorized access to. The Contract Status Report will display information as
counts (e.g. number of contracts due for an assessment) or as a list of contracts that identifies the status of each
contract (e.g. current, due, overdue) (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address, or phone number changes. This option also allows users to select additional, optional email notifications
and to change their CPARS password. This option also allows users to switch access levels (roles) if the user has
been granted more than one access level by the Focal Point. (See User Profile Section for more specific
information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Assessing Official

The Assessing Official is responsible for evaluating contractor performance and for validating the proposed ratings
and remarks entered by the Assessing Official Representative(s). Assessing Officials have “signature” authority
and are allowed to forward assessments to the Contractor Representative for review and comment. After receiving
and reviewing contractor comments, the Assessing Official has the authority to close, modify, and/or forward the
assessment to the Reviewing Official.

CPARS - Assessing Official

Coniract #:

[ritiate a CPAR
Dlelete an Incomplete CPAER.

harge User ProfilefSwitch Sccess Level
ser Feedbark

Logoft

Register a Contract: This option allows an Assessing Official to manually input basic contract information into
CPARS. The contract must be registered within 30 days after contract award. To register a contract, the user must
be logged on CPARS as an Assessing Official and the Assessing Official Main Menu must be displayed. When an
assessment is to be completed at the contract level, enter the contract number in the Contract #: box and click the
Register a Contract button. When an assessment is to be completed at the Task/Delivery Order level, enter the
contract number in the Contract #: box and include the Order Number in the Order #: box and click the Register a
Contract button. In either case, the Contract Registration data entry screen will display. Enter the DUNS number
(DUNS +4, if applicable) applicable to the contract to be registered. If the DUNS is unknown, click the Company
Name drop-down box and select one of the options and enter the applicable company name information in the
adjacent space. Click the Continue with Contract Registration button. If more than one DUNS number is found,
a listing of DUNS numbers and associated company names and addresses will be displayed. Click the appropriate
DUNS number to continue with the contract registration process. The Register a Contract data entry screen
displays and will be pre-filled with the contractor's DUNS, name and address. Continue with the contract
registration process by entering basic contract information in the spaces provided. Required fields are identified
with a red asterisk (*). The blue question mark (?) identifies that online help is available for the data entry field.
The green tabs provide additional data entry boxes. Click each green tab and enter data in all of the required
fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Assessing Official Representative Main Menu, click the Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the

contract registration fields can be later updated by entering the contract number in the Contract #: box and, if
applicable, the order number in the Order #: box and clicking the Register a Contract button.
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Initiate a CPAR: This option allows the Assessing Official to initiate the assessment process by entering proposed
ratings and remarks. It must be noted that if the Assessing Official initiates the assessment, CPARS will not
allow the Assessing Official Representative to access the assessment for data entry purposes. To initiate
an assessment, the user must be logged in CPARS as an Assessing Official and the Assessing Official Main Menu
must be displayed. If the assessment is to be completed at the contract level, enter the contract number in the
Contract #: box and click the Initiate a CPAR button. If the assessment is to be completed at the Task/Delivery
Order level, enter the contract number in the Contract #: box and include the Order Number in the Order #: box
and click the Initiate a CPAR button. In either case, the data entry screens display and are pre-filled with the basic
contract information and any miscellaneous information entered during contract registration. NOTE: The contract
must be registered before an assessment can be initiated. The green tabs provide additional data entry fields.
Click each green tab to complete the Initiate an Assessment process.

The assessment data entry screens identify required fields with a red asterisk (*). However, the Assessing Official
is allowed to save a partially completed assessment without addressing all the required fields. Clicking the Save
Data button will save the partially completed assessment. NOTE: Report Type and Period of Performance must
be filled in to save a partially completed assessment. When the Assessing Official is ready to continue working on
the assessment, simply Logon to CPARS, click on the To-Do List (see below) and click on the contract/order
number of the assessment to be completed. The assessment that was previously initiated, but was saved and
closed, will be displayed for additional data entry.

Online help is available during the data entry process. Fields identified with a blue question mark (?) indicate
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field. Ared bar —a— located beneath any of the green rating tabs indicates at least
one element has been rated for the specific performance area.

The Assessing Official will click on the Return to the Assessing Official Representative button whenever the
Assessing Official determines the assessment requires additional detail and/or clarification from the Assessing
Official Representative. The Assessing Official Representative will revise the assessment as requested. This
exchange between the Assessing Official and the Assessing Official Representative may occur until the Assessing
Official is satisfied with the level of detail and the quality of the assessment. The Return to the Assessing Official
Representative option is only available when the assessment is initiated by an Assessing Official Representative.

When the proposed ratings and remarks are ready for the Contractor Representative’s review and comment, click
the Validate and Send to the Contractor button. NOTE: All required fields must be completed at this time. If the
Assessing Official would like to receive a copy of the Contractor Transmittal Letter, the adjacent check box should
be checked. The Contractor Representative will be notified via e-mail that an assessment is ready for review and
comment. A message will appear stating that a notice has been sent to the Contractor Representative. Click the
OK button. The assessment will display in HTML format. Click the View CPAR as PDF button to open and view
the assessment using Adobe Acrobat Reader. The Assessing Official is now locked out of the assessment and
may only view the assessment. To return to the Assessing Official Main Menu, click Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.

NOTE: The assessment will not be forwarded if a Contractor Representative (with email address) has not been
given access to the contract/order by the Focal Point. In this case, after selecting Validate and Send to the
Contractor, the Assessing Official will see a pop-up box stating that a Contractor Representative (with email
address) has not been assigned and the Focal Point should be contacted to resolve the situation.

Delete an Incomplete CPAR: This option allows the Assessing Official to delete an assessment that has been
initiated, but not yet sent to the Contractor Representative. To delete an incomplete assessment, enter the contract
number in the Contract #: box and the order number, if applicable, in the Order #: box at the Assessing Official’s
Main Menu. Click the Delete an Incomplete CPAR button. The Delete Record Confirmation screen will display.
Select the Confirm Delete button to delete the assessment from the CPARS database. Select the Cancel Delete
and Return to the Main Menu button to cancel the deletion of the assessment.

View/Print CPARs: This option allows the Assessing Official to view (or print) an assessment, but not modify or
change any of the information on the form. To view (or print) an assessment, enter the contract number in the
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Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print CPARs button. If
more than one assessment exists for the contract number a list of assessments will display. Click on the contract
number of the assessment to be viewed. The assessment will display in HTML format. Click View CPAR as PDF
to view the assessment using Adobe Acrobat Reader. Once the assessment has been displayed, the user is able
to scroll through the report and/or print it on a local printer. To return to the Assessing Official Main Menu, click the
Close button.

To-Do List: This option is a quick and easy method for the Assessing Official to see all assessments that are
awaiting his or her action. Click the To-Do List button from the Assessing Official Main Menu. A list of
assessments will display. The list includes assessments that have been started and saved by the Assessing
Official; those that have been forwarded by the Assessing Official Representative; assessments returned by the
Contractor Representative; and finally, assessments that have not been returned by the Contractor Representative
within the 30-day comment period. Click on the appropriate contract number and the assessment is opened in data
entry format ready for the Assessing Official to complete the required action.

When the proposed ratings and remarks are ready for the Contractor Representative’s review and comment, click
the Validate and Send to the Contractor button. NOTE: All required fields must be completed at this time. If the
Assessing Official would like to receive a copy of the Contractor Transmittal Letter, the adjacent check box should
be checked. The Contractor Representative will be notified via e-mail that an assessment is ready for review and
comment. A message will appear stating that a notice has been sent to the Contractor Representative. Click the
OK button. The assessment will display in HTML format. Click the View Assessment as PDF button to open and
view the assessment using Adobe Acrobat Reader. The Assessing Official is now locked out of the assessment
and may now only view the assessment. To return to the Assessing Official Main Menu, click Return to the Main
Menu button. Return to the Main Menu button does not save any information that has been entered.

NOTE: The assessment will not be forwarded if a Contractor Representative (with email address) has not been
given access to the contract/order by the Focal Point. In this case, after selecting Validate and Send to the
Contractor, the Assessing Official will see a pop-up box stating that a Contractor Representative (with email
address) has not been assigned and the Focal Point should be contacted to resolve the situation.

The Assessing Official will use the To-Do List to review contractor comments (Action Required is “Finalize
Ratings”). The Assessing Official has the option to Accept the Ratings and Send to the Reviewing Official,
Accept the Ratings and Close the CPAR (if not contentious) or Modify the Ratings. If Modify the Ratings is
selected, both the original assessment (including contractor comments) and the modified assessment are stored
together in CPARS. Whenever a modified assessment is viewed, users have the option to view/print the original
assessment. If Modify the Ratings is selected, the Assessing Official has the option to Validate and Send to the
Reviewing Official or Validate and Close the CPAR (if not contentious). The contractor will receive an
automated email whenever an assessment is completed and can subsequently retrieve the completed assessment
from CPARS.

The Assessing Official will use the To-Do List to retrieve assessments that are not returned by the Contractor
Representative within the allotted 30-day comment period (Action Required is “Contractor Overdue, Finalize
Ratings”). However, it is recommended that the Assessing Official contact the Contractor Representative to
determine if extenuating circumstances prevented the contractor from commenting within the allotted time. The
Assessing Official will evaluate whether the 30-day comment period should be extended or if the assessment will
be completed without contractor comment. Assessments completed without contractor comment are annotated in
the Remarks with the following system-generated statement: “The report was delivered/received by the contractor
on XX/XX/200X. The contractor neither signed nor offered comment in response to this assessment.” The
Assessing Official has the option to Accept the Ratings and Send to the Reviewing Official or Modify the
Ratings. Modify the Ratings is explained in the preceding paragraph.

When the Accept the Ratings and Send to the Reviewing Official button is selected, the Reviewing Official will
be notified via e-mail that an assessment is ready for review and comment. A message indicating that a notice was
sent to the Reviewing Official appears. Click the OK button. After accepting the ratings and clicking OK button, an
assessment Process Feedback screen appears. Select a rating (scale of 1 to 10) from the drop-down box to rate
the effectiveness of the assessment process in improving communication between the activity and the contractor
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evaluated. Note that specific comments, questions, and suggestions on the CPARS process can be entered in the
User Feedback feature available from the Main Menu. Click Save Feedback and Return to the Main Menu to
return to the Assessing Official Main Menu.

CPAR Status Report: This option allows the Assessing Official to monitor the status of assessments that have
been started or completed for each contract that he or she has been authorized access to. The CPAR Status
Report will display information as counts (e.g. number of assessments complete) or a list of assessments that
allows the Assessing Official with read-only access to each assessment. (See CPAR Status Report Section for
more specific information)

Contract Status Report: This option allows the Assessing Official to monitor the status of contracts that he or she
has been authorized access to. The Contract Status Report will display information as counts (e.g. number of
contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current,
due, overdue) (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address, or phone number changes. This option also allows users to select additional, optional email naotifications
and to change their CPARS password. This option also allows users to switch access levels (roles) if the user has
been granted more than one access level by the Focal Point. (See User Profile Section for more specific
information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Defense Contractor Representative

The Defense Contractor Representative is responsible for reviewing and commenting on proposed ratings and
remarks for all assessments forwarded by the Government Assessing Official. An assessment is required to be
prepared by the government to document contractor performance for each contract/order that meets specified
dollar values. The Defense Contractor Representative is allotted 30 days to review and comment on each
assessment forwarded to his or company.

CPARS - Contractor Rep
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View/Print CPARs: This option allows the Defense Contractor Representative to view (or print) an assessment
that has been forwarded for comment or that has been previously completed in CPARS. This option does not allow
Defense Contractor Representatives to enter comments on the assessment. See the To-Do List below to
determine how to enter comments on an assessment. To view (or print) an assessment, enter the contract number
in the Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print CPARs
button. If more than one assessment exists for the contract number a list of assessments will display. Click on the
contract number of the assessment to be viewed and/or printed. The assessment will display in HTML format.
Click View CPAR as PDF to view the assessment using Adobe Acrobat Reader. Once the assessment has been
displayed, the user is able to scroll through the report and/or print it on a local printer. To return to the Defense
Contractor Representative Main Menu, click the Close button.

To-Do List: This option is used by the Defense Contractor Representative to review and comment on
assessments that have been forwarded by the Assessing Official. The Defense Contractor Representative is
allotted a 30-day review/comment period starting from the date the Assessing Official forwarded the assessment. If
the Defense Contractor Representative does not provide comments within the 30-day period, the Government may
complete the assessment without Defense Contractor Representative comments. Defense Contractor
Representatives are encouraged to contact the Assessing Official to request an extension to the 30-day comment
period whenever extenuating circumstances arise. The Defense Contractor Representative, within the first seven
days of the comment period, may request a meeting with the Assessing Official to discuss the assessment.

To input comments the Defense Contractor Representative must be logged on CPARS as a Defense Contractor
Representative and the Defense Contractor Representative Main Menu must be displayed.

Click on the To-Do List button. Then locate and click on the contract number of the assessment that has been
forwarded for review and comment. The assessment will open in read-only format except for specific fields located
on the Ratings and Contractor Rep tabs. Fields on the Contractor Rep tab that are identified with a red asterisk
(*) are mandatory and must be completed by the Defense Contractor Representative. Fields identified with a blue
guestion mark (?) indicate online help availability. Simply click on the blue question mark to obtain an explanation
of the information to be entered in the adjacent field. Ared bar —,— located beneath any of the Green Rating
Tabs indicates at least one element has been rated for the specific performance area.
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Click on each of the Green Tabs to review the proposed ratings and remarks. After the assessment has been
reviewed, the Defense Contractor Representative clicks the Green Contractor Rep Tab and completes the
required information including Name, Title, Telephone Number, Concurrence, and Remarks. To save partially
completed remarks and information, click the Save Data button. To return to the Defense Contractor
Representative Main Menu, click Return to the Main Menu. Return to the Main Menu button does not save any
of the information that has been entered.

When narrative comments and all required information located on the Contractor Rep Tab has been completed,
click the Validate and Send to the Assessing Official button to save the information and to return the
assessment to the Assessing Official. A notice will be sent to the Assessing Official. Click the OK button and a
Process Feedback screen appears. Select a rating from 1 to 10 from the drop-down box to rate the effectiveness
of the assessment process in improving communication between your company and the Government office that is
evaluating performance. Note that specific comments, questions, and suggestions on the CPARS process can be
entered in the User Feedback feature available from the Main Menu. Click Save Feedback and View the CPAR
or Save Feedback and Return to the Main Menu.

CPAR Status Report: This option allows the Defense Contractor Representative to monitor the status of
assessments that have been started or completed for each contract the Defense Contractor Representative has
been given access to. The CPAR Status Report will display information as counts (e.g. number of assessments
complete) or a list of assessments that allows the Defense Contractor Representative to gain read-only access for
assessments that are Rated or Completed. (See CPAR Status Report Section for more specific information)

Contract Status Report: This option allows the Defense Contractor Representative to monitor the status of
contracts that he or she has given access to. The Contract Status Report will display information as counts (e.qg.
number of contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g.
current, due, overdue) (See Contract Status Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. This option also allows users to select additional, optional email notifications and to change their
CPARS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Reviewing Official

The Reviewing Official is responsible for ensuring that the assessment is a fair and accurate assessment of the
Defense Contractor's performance for the specific contract/order and performance period. The Reviewing Official
must acknowledge consideration of any significant discrepancies between the Assessing Official's assessment and
the contractor's remarks.

CPARS - Reviewing Official
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View/Print CPARs: This option allows the Reviewing Official to view (or print) an assessment, but not modify or
change any of the information on the form. To view (or print) an assessment, enter the contract number in the
Contract #: box and the order number, if applicable, in the Order #: box. Click the View/Print CPARs button. If
more than one assessment exists for the contract number a list of assessments will display. Click on the contract
number of the assessment to be viewed. The assessment will display in HTML format. Click View CPAR as PDF
to view the assessment using Adobe Acrobat Reader. Once the assessment has been displayed, the user is able
to scroll through the report and/or print it on a local printer. To return to the Reviewing Official Main Menu, click the
Close button.

To-Do List: This option is used by the Reviewing Official to complete the assessment process for all assessments
forwarded by the Assessing Official. To review and input comments on assessments, the user must be logged on
CPARS as a Reviewing Official and the Reviewing Official Main Menu must be displayed.

Click on the To-Do List button. Then locate and click on the contract number of the assessment that has been
forwarded for review, comment, and completion. The assessment will open in read-only format except for the fields
located on the Reviewer Tab. Fields on the Reviewer Tab that are identified with a red asterisk (*) are mandatory
and must be completed by the Reviewing Official. Fields identified with a blue question mark (?) indicate online
help availability. Simply click on the blue question mark to obtain an explanation of the information to be entered in
the adjacent field. Ared bar —,__ located beneath any of the Green Rating Tabs indicates at least one element

r
has been rated for the specific performance area.

Click on each of the Green Tabs to review the entire assessment. After the assessment has been reviewed, the
Reviewing Official clicks the Green Reviewer Tab and completes the required information including Name, Title,
Organization, Telephone Number, and Remarks. The Reviewing Official must acknowledge consideration of any
significant discrepancies between the Assessing Official’'s assessment and the contractor's remarks. To save
partially completed remarks and information, click the Save Data button. To return to the Reviewing Official Main
Menu, click Return to the Main Menu. Return to the Main Menu button does not save any of the information that
has been entered.

When all required information located on the Reviewer Tab has been completed, click the Validate and Close the

CPAR button to save and close the assessment. Click the OK button to confirm that the assessment was closed.
An automatic email notice is sent to the Defense Contractor Representative. Click the Return to the Main Menu
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button to return to the Reviewing Official Main Menu. NOTE: That completed assessments are copied to the
Federal Past Performance Information Retrieval System (PPIRS) to support future source selections.

CPAR Status Report: This option allows the Reviewing Official to monitor the status of assessments that have
been started or completed for each contract the Reviewing Official has been given access to. The CPAR Status
Report will display information as counts (e.g. number of assessments complete) or a list of assessments that
allows the Reviewing Official to gain read-only access for each assessment. (See CPAR Status Report Section
for more specific information)

Contract Status Report: This option allows the Reviewing Official to monitor the status of contracts that he or she
has been given access to. The Contract Status Report will display information as counts (e.g. number of contracts
due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current, due,
overdue) (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address, or phone number changes. This option also allows users to select additional, optional email naotifications
and to change their CPARS password. This option also allows users to switch access levels (roles) if the user has
been granted more than one access level by the Focal Point. (See User Profile Section for more specific
information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Command POC/Configuration Management Board Member

This access level offers managers complete visibility of the CPARS process across an entire service, agency or
major command. In addition, this level is used to give access to Senior Command Officials who require oversight of
the CPARS process for specific commands (called APMs) within the service or agency. The Command POC is
also able to view Status Reports, Ratings Metrics Reports, and Processing Times Reports. The Command POC
access is granted only upon completion of a signed CPARS Command POC Access Request Form.

CPARS - Command POC/CMB Member
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Senior Command Official Access Authorization: This option is used by the Command POC to create and
manage all Senior Command Official user accounts within the applicable service, agency, or major command.
Each Senior Command Official will be given access to an “APM” or “APMs” within the service, agency, or major
command. To provide access to CPARS, the Command POC clicks on the Senior Command Official Access
Authorization button. The Senior Command Official Access Authorization Menu will appear (below).

CPARS

Senior Command Official Access Authorization Menu
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Create New User Access: To provide access to a new Senior Command Official, the Command POC clicks on
the Create New User Access button located at the Senior Command Official Access Authorization Menu. The
CPARS Senior Command Officials Authorization Matrix displays.
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CPARS Practice - Senior Command Officials Authorization Matrix
Enier Senior Command Official Useris):
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To give APM access to an existing user: In Step 1, the Command POC selects an existing user name from the
(Select User) drop-down box and then clicks on the first Select button located beneath User Name: Clicking the
Select button will populate the first blank field with the existing user’'s name. In step 2, select an APM from the
(Select APM) drop-down box and then click the ADD button located across from existing user name selected in
Step 1 to give the user access to the APM. Steps 1 and 2 can be repeated up to four times for each matrix.

To give APM access to a new user: In step 1, the Command POC enters a new user name and email in the first
set of fields beneath User Name: The Select button is not required for new users. In Step 2, select an APM from
the (Select APM) drop-down box. Click the ADD button located across from the new user name entered in Step 1
to give the user access to the APM. Steps 1 and 2 can be repeated up to four times for each matrix.

The View button allows the Command POC to view the existing user’'s name, organization, address, email address,
and phone number. The Clear button will clear a user name from the User Name box. To delete an APM from the
APM(s) box, highlight the APM and then click the Delete button. The Clear All Data button clears ALL names and

APMs entered on the Senior Command Officials Authorization Matrix.

After entering the User Names and APM(s), the Command POC clicks on the Create User Access Matrix button.
A Senior Command Official Authorization Matrix displays.
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Senior Command Official Authorization Matrix
Flease review the following Serior Corenand Official Dlatr:

User Name User Type | APM(s)
FEANK FINCH |Hew NAVSEALOGCEN & DETS,
LARRVIIEEY |Hew NAVSHIFYARDS & S035s;

uthorize Leocess to these Senor Coramand Officials
odifyr fecess Matrix to Corect Ivlistakes
turn to the Ivlaim Iienn

The Command POC should review the matrix carefully for accuracy. To correct mistakes, click the Modify Access
Matrix to Correct Mistakes button and CPARS will revert to the Senior Command Officials Authorization Matrix
(prior screen). Make the necessary corrections. If the information is correct, the Command POC clicks the
Authorize Access to these Senior Command Officials button and a Senior Command Official Authorization
Matrix displays providing User Name, User ID, Status, User Type and APM(s). A system generated email will be
sent to users when they are assigned to inform them of their User ID, temporary password procedures,
responsibilities, and resources available. Click the Return to the Access Authorization Menu to create or modify
additional user accounts or click on the Return to the Main Menu button to return to the Command POC Main
Menu.

CPARS Practice - Senior Command Official Authorization Matrix
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Modify Existing User Access by User: This option allows the Command POC to modify the access of his or her
designated Senior Command Officials. The Modify Existing User Access by User allows the Command POC to add
or delete APM(s) for a Senior Command Official or the Senior Command Official’'s user account can be deleted
from CPARS when access is no longer required. Click the Modify Existing User Access by User button and
Access Authorization screen displays.
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CPARS - Access Authorization
Senior Command Officials Authorized by You:

USERNAME  USERID  APM(s)
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[User Name] — Allows the Command POC to view the user’s profile information, including name, organization,

address, email address, and phone number. Click the [User Name] to see the user profile information. Click the
Close button to return to previous screen.

[Delete User] — This option is used to Delete a Senior Command Official from CPARS. Click the [Delete User]
button and the following screen displays:

CPARS - Access Authorization
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Click the Delete User button and a pop-up message displays confirming that the Senior Command Official has
been deleted from CPARS. Click the OK button. The Return to the Access Authorization Menu button allows

the Command POC to continue with additional access authorization work. The Return to the Main Menu button
returns the user to the Command POC Main Menu.

[Modify User] — This option allows the Command POC to add or delete APM(s) for an existing Senior Command
Official. Click the [Modify User] button and the Senior Command Official Authorization Matrix screen displays
(see below). In Step 1, Select an APM from the Select an APM drop-down box and click the ADD button to give
the Senior Command Official access to the selected APM. The selected APM will appear in the New APM(s) box.
If an incorrect APM was added, highlight it in the New APM(s) box and click the Remove button. Reselect the
correct APM from the Select an APM drop-down box and click the Add button. In Step 2, if the Senior Command
Official has access to an APM that is no longer required, highlight the APM in the Current APM box and click the
Delete button. The deleted APM will appear in the Deleted APM(s) box. If the wrong APM was selected for

deletion, highlight it in the Delete APM(s) box and click the Undelete button. The APM will reappear in the Current
APM(s) box.
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CPARS - Sendior Commmand Official Aunthorization Matrix
Modify Senior Command Official Access:
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After all changes have been entered, click the Modify User Access button. The Senior Command Official
Authorization Matrix displays.

Senior Command Official Authorization Matriz
Flease review the following Senior Corrnand Official Iatrne
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Review the authorization matrix to verify the information is correct. To correct mistakes, click the Modify Access
Matrix to Correct Mistakes button CPARS will revert to the prior screen where corrections can be made. If the
information is correct click the Authorize Access to these Senior Command Officials button. A confirmation

screen will display identifying the APM(s) the Senior Command Official has been authorized access to. The Return
to the Main Menu button returns the user to the Command POC Main Menu.
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View Existing User Access: This option produces a list of the Senior Command Officials who have been given

access to CPARS by the Command POC. Click the View Existing User Access button and the following screen
displays:

CPARS - Access Authorization
Senior Command Officials Authorized by You:

(Tl om @ wser name fo view fheir profile mfbrmation.)

USER HAME USERID LASTLOGONDATE APNIs)

FEANK FINCH FP$FFINCH NEVEE. HaVSEALOSCEN & DETS
LARRYVIIBEY FJLLIEE NEVEER HaVEHIFYARDS & 505s
M&VY TESTERR HAVYE 1002172005 HAVSEALOOCEN & DETS

tun to the &ccess Authonzation e
turn to the Iiain Iienn

The report displays the Senior Command Officials’ name, User ID, Last Logon Date and APM(s).

[User Name] — Allows the Command POC to view the user’s profile information, including name, organization,

address, email address, and phone number. Click the [User Name] to see the user profile information. Click the
Close button to return to previous screen.

Return to the Access Authorization Menu allows the Command POC to perform other access authorization
options. The Return to the Main Menu button returns the user to the Command POC Main Menu.

CPAR Status Report: This option allows the Command POC to monitor the status of assessments that have been
started or completed for all contracts within the respective service or agency. The CPAR Status Report will display
information as counts (e.g. number of assessments complete) or a list of assessments that allows the Command
POC to gain read-only access to each assessment. In addition the Command POC/CMB Member will also have

access to view the User List and Activity Log for each assessment. (See CPAR Status Report Section for more
specific information)

Contract Status Report: This option allows the Command POC to monitor the status of contracts within the
respective service or agency. The Contract Status Report will display information as counts (e.g. number of
contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current,
due, overdue) (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Command POC to run a report that will identify the distribution of
ratings for all completed assessments within the service or agency. The report can be qualified by date, Focal
Point, or major command (APM). (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Command POC to monitor the processing times for all
assessments within the service or agency. For example, this report will identify the number of assessments

completed for a specific month and how many were completed within the 120-day goal. (See Processing Times
Report Section for more specific information)
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Change User Profile: This option must be used whenever a Command POC’s name, address, email address, or
phone number changes. This option also allows users to change their CPARS password. (See User Profile
Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Senior Command Official

A Senior Command Official is a senior level employee (or designated representative) who is a proponent of the
CPARS application and process. This access level is typically assigned to the Program Executive Officer (PEO),

Direct Reporting Program Manager (DRPM), Systems Command Directorate, or Major field activity C.O. This
access level allows Senior Command Officials to quickly identify the status of contracts or assessments within their

respective major command (APM).

CPARS - Senior Command Official

havgze Uzer Profile
zet Feedback

1 gljff

To-Do List: This option allows the Senior Command Official to quickly identify the actions within the command that
need to be taken to complete in-process assessments. Click the To-Do List button from the Senior Command

Official Main Menu. A To-Do List Parameter screen displays.

Select the desired parameters and sort option, if

required, and click the Show To-Do List button. The Return to the Main Menu button returns the user to the

Senior Command Official Main Menu.

CPARS
To-Do List Parameters
* Include All
. Limit by Contract Number: I
" Limithy User Role: (Select from List) =
" Limit hy User: (Select from List) .
Sorthy : (1)| Contract Numherj
{23 (Mone) j
(3| {None) =l
Ehioar To-Dio List

Fetum to the Ifain hlenu

A list of assessments for the Senior Command Official’'s command (APM) will display.
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CPARS - To-Do List

CONTRACT NUUMEBER CAGE CODE FERIOD OF PERFORMANCE ROLE ACTION REQUIRED ASSIGNED USER
N4511201D00430 CPARS 0410152002 041152003 Assessing Official Bep Update, Send to Assessing Official 0600372005 JOHN DOE
N451120100430 CPARS 040172002 04/1552003 Assessing Official Rep Update, Send to Assessing Official 060372005 NAVY TESTER2
N451120150001 CFARS 09011997 050171998 Rervigwring Official Input Corarnents, Close CPAR. 097242003 MAY DEREKTEST
N451120150001 CFARS 09011997 050171998 Rervigwring Official Input Corarnents, Close CPAR. 090242003 NAYY TESTERS
MN4511201515970 CPARS 02/15/2000 0271462001 Reviewing Official Input Corroents, Close CPAR. 1072242003 WIAY DEREKTEST

turm to the To-Dio List Paratmeters
tumn to the Ilain Ivlenu
This report displays the Contract Number, Cage Code, Period of Performance, User Role, Action Required, Date
Assigned and the name of the person responsible for the action.

[User Name] — Allows the Senior Command Official to view the user’s profile information, including name,
organization, address, email address, and phone number. Click the [User Name] to see the user profile
information. Click the Close button to return to previous screen.

The Return to the To-Do List Parameters button allows the Senior Command Official to change the To-Do List
Parameters and run additional reports. The Return to the Main Menu button returns the user to the Senior
Command Official Main Menu.

CPAR Status Report: This option allows the Senior Command Official to monitor the status of assessments that
have been started or completed for all contracts within the respective command (APM). The CPAR Status Report
will display information as counts (e.g. number of assessments complete) or a list of assessments that allows the
Senior Command Official to gain read-only access to each assessment. In addition the Senior Command Official
will also have access to view the User List and Activity Log for each assessment. (See CPAR Status Report
Section for more specific information)

Contract Status Report: This option allows the Senior Command Official to monitor the status of contracts within
the respective command. The Contract Status Report will display information as counts (e.g. number of contracts
due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current, due,
overdue) (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Senior Command Official to run a report that will identify the
distribution of ratings for all completed assessments within the service or agency. The report can be qualified by
date or command (APM). (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Senior Command Official to monitor the processing times for all
assessments within the respective command. For example, this report will identify the number of assessments
completed for a specific month and how many were completed within the 120-day goal. (See Processing Times
Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. This option also allows the Senior Command Official to elect to receive an optional email
notification that would be sent whenever an assessment is for “Due” to be initiated. The Change User Profile option
also allows the Senior Command Official to change his or her CPARS password. (See User Profile Section for
more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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Senior Contractor Representative

The Senior Contractor Representative access level allows a designated corporate official to view specific in process
CPARS when statused at the Contractor Representative level, and completed CPARS assessments. Additional
features at this level allow the Senior Contractor Representative to quickly identify assessments that have been
sent to the company for comment. Senior Contractor Representative access is provided by the Naval Sea Logistics
Center Detachment Portsmouth, New Hampshire, upon receipt of a completed Senior Contractor Representative
User Access Request Form.

CPARS - Senior Contractor Rep

[ JiewiPrint Completed CPAR
B

iew Contractor Beps

Fatings Ivletrics Report
hange User Profile
set Feedback

| gl:lff

View/Print Completed CPARs: This option allows the Senior Contractor Representative to view assessments that
are in process statused at the Contractor Representative level, and those that have been completed by the
Government for contracts awarded to the corporation or any of its divisions or subsidiaries. To view an
assessment, the user must log on CPARS as a Senior Contractor Representative and the Senior Contractor
Representative Menu must be displayed. Click the View/Print Completed CPARs button and the View/Print
Completed CPARs qualifier screen displays.
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CPARS

View/Print Completed CPARs
Enter one or more of the following qualifiers:

Coniract Number:

Business Sector/Subsector:
Acquigition Program Manager:
DUNS:

=
:
=
:

ALL

ALL =

ALL -

CAGE Code:
FSC:
NAICS:

i

Sorthy : (13 Contract Mumber
(2 (Mone)
(3 (Mone)

KN | KN K}

. st the CPARSs that Iiset these Chualifiers

. lear all Data

. Feturm to the Ilain Ilenn

The Senior Contractor Representative can search for completed and in process assessments by Contract
Number/Order Number, Business Sector/Subsector, Acquisition Program Manager (these are major commands),
DUNS, CAGE Code, Federal Supply Classification (FSC), and North American Industrial Classification System
(NAICS). Select the appropriate qualifiers and then click the List the CPARs that Meet these Qualifiers button.
A list of completed assessments will display. Click on the contract number of the assessment to be viewed and a
new window opens and displays the assessment in HTML format. Click the View CPAR as PDF button to view
assessment in Adobe Acrobat Reader. Once the assessment is displayed, the user is able to scroll through the
entire assessment and/or print the assessment on a local printer. The Return to the View/Print CPARs Qualifier
Menu button allows the Senior Contractor Representative to select new qualifiers and run another report. The
Return to the Main Menu button returns the user to the Senior Contractor Representative Main Menu.

CPARS - View/Print Completed CPARs

{Selact @ Confract Mumber below fo viewiring the CPAR record)

CONTRACT NUMBER FERIOD OF FERFORMANCE CAGE CODE DUNS F5C HNAICS
Db & 5950600001 0001 1041 52004 09302005 CPARS QRI9ARR09 4730 123456
Ds & 5950600001 0004 104 52004 09302005 CPARS QRR9ARR09 4730 123456

M5 12333333 1152552002 Daf252003 CPLES QOOQOA000 1354 123450
M451 124300304 040152004 040152005 CPLES QOOQ0A000 1354 456759
Count: 4

tum to the ViewPrint CPARs Qualifier Ilenn]
turn to the Mlain Ienn
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View Contractor Reps: This option allows the Senior Contractor Representative to quickly identify all Contractor
Representatives (and view their contact information) within the corporation who have been authorized to enter
comments on CPARS assessments. Click View Contractor Reps from the Senior Contractor Representative Main
Menu and the View Contractor Reps screen displays. The Senior Contractor Representative can view Contractor
Representatives by Contract Number, User Name, or DUNS. Select the desired option(s) and click View. A list of
Contractor Reps with User Name, User ID and Last Logon Date displays. Click on the User Name to view the
individual’'s profile information including name, address, email address, and phone number. The Return to the
Main Menu button returns the user to the Senior Contractor Representative Main Menu.

CPARS - View Contractor Reps

Contract: IALL vI Taer: IB”—L BARMETT vI DUNS:I*"J'\LL "'I

Wiew
Contractor Reps:
USER NAME USER ID LASTLOGON DATE Coniracts
BIIL BARMNETT BBARN 090272005 H451 123500001
H4511235C0001 0001
H4511235C0002

I:IPetum to the Main I'-.-'Ierm"

To-Do List: This option allows the Senior Contractor Representative to identify all assessments that have been
forwarded to the corporation, its divisions or subsidiaries, for contractor review and comment. The assessments
identified on this list require contractor review and comment and should be returned to the government by the
required due date or they may be closed by the government without contractor review and comment. Click the To-
Do List button from the Senior Contractor Representative Main Menu. A To-Do List Parameters screen displays.

CPARS

To-Do List Parameters

@ Include A1
" Limit by Coniract Number: I
" Limit by User: (Select from List) =)
" Limit hy DUNS: (Select from List) =)
Sorihy : (1} Contract Numherj
(2| {None) =
(3} (Nane) j

hiowr To-Dio List

. [Feturn to the Iain Wenu
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To view a list of all assessments within the Senior Contractor Representative’s area of responsibility, the Senior
Contractor Representative selects Include All. Select Limit by Contract Number and enter a specific contract
number to limit the search to one contract. The Senior Contractor Representative can limit the To-Do List to a
specific Contractor Representative by selecting Limit by User and highlighting the appropriate name. Finally, the
To-Do List can be limited to one of the corporation’s assigned DUNS numbers by selecting Limit by DUNS and
highlighting the DUNS from the drop-down box. Select the desired parameter(s) and the sort option and then click
the Show To-Do List button. A list of assessments will display.

CPARS - To-Do List

CONTRACT NUMBER DUNS PERIOD OF PERFORMANCE ACTION REQUIRED ASSIGNED DUE DATE USER
M4511255C0001 PRAAR0R000000 1001172000 1071052001 Input Corarments 1001102005 110110072005 BETA TESTER. 4

turn to the To-Dio List Parameters

turn to the Iiain Ilenm

This report displays Contract Number, DUNS, Period of Performance, Action Required, Date Assigned, Due Date
and User Name.

[User Name] — Allows the Senior Contractor Representative to view the Contractor Representative’s profile
information, including name, organization, address, email address, and phone number. Click the [User Name] to
see the user profile information. Click the Close button to return to previous screen.

Return to the To-Do List Parameters button allows the Senior Contractor Representative to select new qualifiers
and run another report. . The Return to the Main Menu button returns the user to the Senior Contractor
Representative Main Menu.

CPAR Status Report: This option allows the Senior Contractor Representative to monitor the status of
assessments that have been started or completed for all contracts within the respective corporation. The CPAR
Status Report will display information as counts (e.g. number of assessments complete) or a list of assessments
that allows the Senior Contractor Representative to gain read-only access to each assessment. (See CPAR
Status Report Section for more specific information)

Contract Status Report: This option allows the Senior Contractor Representative to monitor the status of
contracts within the respective command. The Contract Status Report will display information as counts (e.g.
number of contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g.
current, due, overdue) (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Senior Contractor Representative to run a report that will identify
the distribution of ratings for all completed assessments within the corporation. The report can be qualified by date
or DUNS. (See Ratings Metrics Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. The Change User Profile option also allows the Senior Contractor Representative to change his
or her CPARS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Configuration Management Board. (See User Feedback Section
for more specific information)
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CPARS REPORTS

The CPARS application provides a variety of reports (CPAR Status Report, Contract Status Report, Ratings Metrics
Report, Processing Times Report) depending on a user’s access level. These reports are used to help users
monitor the status of the CPARS processes. You will note some of the report parameters or options vary slightly
depending on the user’s access level, but the reports function the same and as described in the following sections.

CPAR STATUS REPORT

The Assessing Official Representative, Assessing Official, Defense Contractor Representative and the
Reviewing Official CPAR Status Report screens are displayed in the following examples. As previously
mentioned, slight variations of this report occur at different access levels and are described as applicable.

The CPAR Status Report allows users to monitor the status of assessments within their purview. The CPAR Status
Report will display information as counts (e.g. number of assessments complete) or a list of assessments is
available that provides the user with read-only access to each assessment. To run a CPAR Status Report, click the
CPAR Status Report button from the user's Main Menu. A CPAR Status Report Parameters menu will display.

CPARS - CPAR Status Parameters

Data Options Report Options
& Include All ' Counis
Growp By: &+ 4y
" Limit Data (options displiy when selected 7 Contract Activi

" List of CPARS (options display when selected)

.I' eturn to the Mlain Menn

If the user leaves the default values as Include All (beneath Data Options) and Counts (beneath Report Options)
and then clicks on the Run Report button, the report identifies the status of all the user’'s assessments by counting
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the number of each assessment at each step of the automated workflow process (shown below). Percentages are
also provided.

CPAR Status Report - 10/28/2005
DATA: ALL; GROUPED BY: All

All Registered Initiated Drafted Raied Reviewed Finalized Compleied Totals

Conunts 207 32 0E o 4 2 154 556
3T 6% 18% 2% 1% 2% 28%

TOTALS: 207 32 23 2 4 52 134 556
e 6%  18% 2% 1% 9% 28%4

* STATUOS

Registered:The Contract is registered, Mo CPARs have been initiated.
Initiated:CPAR. ivdtiated; waiting for &ssessing Official Rep to send to Assessing Official
Drafted:CP AR initiated, waiting for Assessing Official signature.

Rated:5Signed by Assessing Official; waiting for Contractor corenents.
Reviewed:5igred byr Contractor, waiting for &ssessing Official to finalize.
Finalized:Fatings finalized; waiting for Fesdiewing Official comaanents.

Completed:The CPAR. has been completed.

un Another CPAR. Status Report
turn to the Iiain Menn

Counts can be grouped by All or Contract Activity. NOTE: Focal Point Group By options include All, Contract
Activity and APM; Command POC Group By options include All, Contract Activity, APM and Focal Point; Senior
Command Official Group By options include All, Contract Activity and Focal Point; Senior Contractor
Representative Group By options include All, Contract Activity, APM and DUNS. All is the default value. The
CPAR Status Report may be further qualified by selecting Limit Data under Data Options. Limit data allows the
user to focus in on or limit the report to specific assessments. For example, the user might be interested in how
many contracts he or she has registered. To limit the report to registered contracts, the user would check the box
adjacent to Registered and click the Run Report button. Include All takes all the user’'s assessments into
account.
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CPARS - CPAR Status Parameters

Data Options Report Options
" Include All * Counis
Group By: v ;g = apm
¥ Limit Data " Conact Activiey . Foreal Point
Status: [ Registered
[T itisred " List of CPARS (options display when selected)
[T Drated
™ Rated
[T Reviewed
[T Frlized
M Completed

Form Type: [ servicesATitps
[T ship Repairtthrethan
I_ Speterne

CPAR Phase: [ futial

APNE| ALL =l
Focal Point:| AL |

Contract Activity I EIDP.AE:I

Coniract Numher:l

.I' eturn to the hiain hlenn

Select additional Limit Data parameters by clicking the box(es) next to the desired parameter. A check will now
display in the box(es). If a report by Contract Activity DODAAC is desired, enter the specific contract DODAAC in
the box provided. The report can also be run for a specific contract number by entering the contract number in the
Contract Number box. NOTE: The Focal Point access level may limit their reports by Contract Activity DODAAC,
Contract Number and APM; Command POC access level may limit their reports by Contract Activity DODAAC,
Contract Number, APM and Focal Point: Senior Command Official access level may limit their reports by Contract
Activity DODDAC, Contract Number and APM; Senior Contractor Representative access level may limit their
reports by Contract Activity DODDAC, Contract Number and DUNS. Click Run Report button to produce the
desired output.

To run a CPAR Status Report that results in a list of assessments, click on the List of CPARS radio button under
Report Options. A list of Data Columns to Include displays.
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CPARS - CPAR Status Parameters

Data Options Report Options
" Include ALl " Counts (options display when selected)
* Limit Data
Status: [ Fegictered

I Butisted * List of CPARS
[T Drated Data Columns to Include:
V¥ Faed [T CPAR Phase V' stams
[T Reriomd [T Foom Type [T arm
[T Filized ™ soward vrabne ™ e vate
[T Compleed V' Focal Do [T Compary Hame

Form Type: ¥ servicesaTi0ps [T CAGE code ™ pus
[T ship Repatritehanl V' e Date [T Modified Date
I_ Spotetrrs I_ Decessor Office I_ Decessor Date

CPAR Phase: [ pia [T Corator Dme Date | CPAR Closed Date
V' Brenmediage
I Fia Sort By: (1N Contract Mumber v
[T addemdon QN (Mone) -l
™ ot of cyete G) (Mone) -l
Contract Activity DODARC:I
Coniract Num]mr:l
. Fun Beport
.I' et to the Ivain Mlenn

To include any of these column names, click the box adjacent to the column name. A check will display in the box
adjacent to the column name(s) selected. The CPAR Status Report may be sorted by up to three sort options.
Select the desired option(s) from the Sort By: drop-down boxes. Column Names that are typically included in the
List of CPARS are Notes, Viewed, Contract Number, Period of Performance, User List, and Activity Log.

NOTE: Default column names for reports for Command POC, Senior Command Official, Defense Contractor
Representative, and Senior Contractor Representative access levels do not include Notes. Defense
Contractor Representative and Senior Contractor Representative access levels do not include User List, or
Activity Log.

To include all of the user’s assessments, select Include All (if not already selected) beneath Data Options.
Include All is the default value.

Click the Run Report button to produce a list of assessments. A list of assessments based on the user’s selected

parameters displays. The CPAR Status Report shown on the following page contains the Data Options and Report
Options selected on the CPAR Status Parameters screen displayed above.
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CPAR Status Report - 10/282005

DATA: STATUS: Rated; FORM TYPE: ServicesTT/Operations; CPAR PHASE: Intermediate; SORTED BY: Coniract Mumber; Spreadsheet
Period of Performance
Viewed Coniract Number  Being Assessed  Current Status *Focal Point Due Date User List Activity Log
[Motes] W451120101111 015272003 - 01/26/2004 Fated MAYY TESTERT 05252004 [Ueers]  [Log]
[Motes] MAS11202F0211 050102003 - 05101/2004 Rated MAVY TESTERT 0872002004 [sers]  [Log]
[Motes] WA 1233CERERE 0902172001 - 092072002 Fated MAYY TESTERT 01/182003 [Teere]  [Log]
Count: 3

- indicates the record has been selected for viewing
* STATUS
Registered:The Contract is registered, Mo CPARSs have been iratiated.
Initiated:CP AR, imtiated;, waiting for Assessing Official Rep to send to &ssessing Official.
Drafted:CPAE. mitiated; waiting for &ssessing Official signature.

Rated:Signed by &szessing Official, waiting for Contractor comments.
Reviewed:Signed by Contractor; waiting for Assessing Official to finalize.
Finalized:Ratings finalized,, waiting for Reviewing Official cormernts.

Completed:The CPAR has been completed.

nn Snother CPAR Status Beport
turn to the Main lenu

[Notes] — This option serves as “post-it notes” for each assessment that has been started, but not completed. Click
on the [Notes] to enter or view notes that have been entered by the Assessing Official Representative, Assessing
Official, or Focal Point. (This feature is only available at these levels) Click on [Notes] and a Status Report Notes
pop-up displays. Enter notes in the New Note: field. Click the Save button to save the new note. Click the Close
button to return to the list of assessments without saving new remarks.

CPARS - Status Report Notes

Coniract: Fd51120101111 Period of Performance: 0172772003 - 012652004
Mew Mote:

|Cnntractnr requested additional 10 days.
Cloge |
From Received

HAYY TESTEES |Contractor granted 15 day extension. | LOF28/72005 035:51

Contract Number - Click on the specific Contract Number and the assessment will display in HTML format. Click
the View CPAR as PDF button to view assessment in Adobe Acrobat Reader. If the Assessing Official modified

the assessment, the window contains a View Original CPAR button. Click the View Original CPAR button to view
the original assessment. Click the Print button to print the assessment on a local printer. Click the Close button to

return to the list of assessments. A green x appears in the Viewed column adjacent to the contract number for the
assessment that was just viewed.

Focal Point — Click on the Focal Point’'s name to view the Focal Point’s profile information, including Name,

Organization, Address, Email Address and Phone Number(s). Click the Close button to return to the list of
assessments.
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Users — Click on Users and a new window opens and presents the User List. The User List identifies all users who
have been given access to the assessment.

[Spreadsheet] — Click on the [Spreadsheet] in the upper right hand corner of the list of assessments to create a
Microsoft Excel version of the report.

Log — Click on Log and a new window opens and presents the Activity Log. The Activity Log provides an audit trail
of the history of actions taken on the assessment. For example, it identifies who has access to the assessment and
when they were given access. The Activity Log also identifies when the applicable contract was registered, when
the assessment was initiated as well as who took the action(s). A list of actions recorded in the Activity Log is

provided below:

Contract Data Entry Assigned (Name Listed)

Assessing Official Representative Assigned (Name Listed)

Assessing Official Assigned (Name Listed)

Contractor Representative Assigned (Name Listed)

Reviewing Official Assigned (Name Listed)

Contract Registered

Contract Registration Updated

Assessment Initiated by Assessing Official Representative

Assessment Updated by Assessing Official Representative

Assessment Initiated by Assessing Official Representative and Sent to Assessing Official
Returned to the Assessing Official Representative

Assessment Drafted by Assessing Official

Assessment updated by Assessing Official

Assessment Rated by Assessing Official and Sent to the Contractor
Assessment accessed by contractor

Assessment Updated by Contractor

Contractor Review Not Completed; Email Sent to Contractor/Assessing Official.
Contractor Review Complete. Assessment Sent to the Assessing Official.
Contractor 30-Day Review Expired; Email Sent to Assessing Official.
Assessment Modified by Assessing Official

Assessment Finalized by Assessing Official and Sent to the Reviewing Official
Assessment Updated by Reviewing Official

Assessment Closed by Reviewing Official

Assessment Sent to Assessing Official

Assessment Overdue (120 days); Email Sent to Assessing Official and Focal Point
Assessment Entered by Focal Point

Assessment Updated by Focal Point

Assessment Closed by Focal Point
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CONTRACT STATUS REPORTS

The Assessing Official Representative, Assessing Official, Defense Contractor Representative and the
Reviewing Official Contract Status Report screens are displayed in the following examples. As previously
mentioned, slight variations of this report occur at different access levels and are described as applicable.

The Contract Status Report is designed to track the status of contracts. This report will show whether a contract is
current, due or overdue for an assessment for all contracts under the user’s purview. The Contract Status Report
will display information as counts (e.g. number of contracts due for an assessment) or as a list of contracts that
identifies the status of each contract (e.g. current, due, overdue) (See Contract Status Report Section for more
specific information)

To run a Contract Status Report, click the Contract Status Report button from the user’'s Main Menu. A Contract
Status Report Parameters menu will display.

CPARS - Contract Status Parameters

Data Options Report Options
* Include Al ' Counts
Group By: v 4y
" Limit Data (options display when selected 7 Contract fctivine

" List of Coniracts (options display when selected)

.I' etrn to the Mlain henn

If the user leaves the default values as Include All (beneath Data Options) and Counts (beneath Report Options)
and then clicks on the Run Report button, the report identifies the status of all the user’s contracts by counting the
number of that are current, due, overdue, or have a Final assessment. Percentages are also provided. (see below)
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Contract Status Report - 1073172005
DATA: ALL; GROUPED BY: All

Al Current Due Owverdue Final Undetermvined Totals

Counts 1 10 54 5 1] T
1% 14% T T 11

TOTALS: 1 10 54 5 0 T
1% 14% T Th 0%

* STATUS

Current: &1 recpuived CPARs for this contract have been cornpleted or are not wet due.
Due:The latest CPAR for this contract should be in progress at this tirme.
Owerdue:The latest CPAR. for this contract has not been corapleted within the 120 day period.
Final:The Final CPAR. for this contract has been cornpleted, no further CPARs are due.

un Arother Contract Status Report
tum to the Bain Ilenn

To run a new Contract Status Report, click the Run Another Contract Status Report button. The Return to the
Main Menu button returns the user to the Main Menu.

Counts may be grouped by All or Contract Activity. NOTE: Focal Point Group By options include All, Contract
Activity, and APM; Command POC Group By options include All, Contract Activity, APM, and Focal Point; Senior
Command Official Group By options include All, Contract Activity and Focal Point; Senior Contractor
Representative Group By options include All, Contract Activity, APM, and DUNS. All is the default. Limit Data
allows the user to focus in on or limit the report to specific contracts. For example, the user might be interested in
how many Systems contracts he or she has that are Due for an assessment. To limit the report to Systems
contracts that are due for an assessment, the user would check the boxes adjacent to Systems and Due and click
the Run Report button. Include All takes all the user’s contracts into account.
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CPARS - Contract Status Parameters

Data Options Report Options
" Include All * Counts
Growp By: & 4
{* Limit Data {7 Contract Activiy

Form Type: [ services/IT/0ps
[T ship Repaistwehansl | List of Contracts foptions display when selected)
p Spretetmic
Status: [ cipa
M Ine
™ Overne
[T Final

Contract Activity DODEEC:I

Comiract Numher:l

Select Limit Data parameters by clicking the box next to the desired parameter(s). A check will now display in the
box. If a report by Contract Activity DODAAC is desired, enter the specific Contract DODAAC in the box
provided. The report can also be run for a specific contract by entering the contract number in the Contract
Number: box. NOTE: The Focal Point access level may limit their reports by Contract Activity DODAAC, Contract
Number and APM; Command POC access level may limit their reports by Contract Activity DODAAC, Contract
Number, APM, and Focal Point; Senior Command Official access level may limit their reports by Contract Activity
DODAAC, Contract Number and APM; Senior Contractor Representative access level may limit their reports by
Contract Activity DODAAC, Contract Number and DUNS. Click Run Report button to generate the report.

To run a Contract Status Report and view a List of Contracts, click the Contract Status Report button from the

user access Main Menu. Click on the List of Contracts button under Report Options. A list of Data Columns to
Include displays.
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CPARS - Contract Status Parameters

Data Options Report Options
" Include Al " Counis (options displey when selectad)

% Limit Data
Form Type: [T survicesTi0ps
[T ship Reparitrehal | ™ List of Contracis

¥ syetoms Data Colunins to Include:

Status: [ Curee [T srard Doate [T Completion Date
¥ e [T Foon Type [T Bfctive Dae
™ overde ™ soward Vihne I Cumee Wibe
™ Fina W' Focal Pome ™ s

Coniract Activity DODAAC:I [T CAGE code ™ pums
Contract Numher:l ¥ Lust CPAR Dates [ Commpary Hame
Sort By: (1)| Contract Numherj
) (Mane) j
@) (None) |

.I' eturn to the Main Menn

To include any of these column names, click the box adjacent to the column name. A check will display in the box
adjacent to the column name(s) selected. The Contract Status Report may be sorted by up to three sort options.
Select the desired option(s) from the Sort By: drop-down boxes. Column Names that are always included in the
List of Contracts are Viewed, Contract Number, Status, and Due Date.

To include all of the user’s contracts, select Include All (if not already selected) beneath Data Options. Include
All is the default value. The user may choose to limit or filter the contracts that he or she wants to include on the
report by selecting Limit Data under Data Options.

Click the Run Report button to view a List of Contracts. The List of Contracts example shown below is based upon
the Contract Status Parameters selected and shown above.
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Contract Status Report - 10/31,2005
DATA: STATUS: Due; FORM TYPE: Systems; SORTED BY: Contract Number; [Spreadsheet]

Viewed Coniract Number Status Due Date Last Completed CPAR Period of Performance Focal Point

M4511235C0010 Dme 1152502005 072602004 - 072652005 TED HOHM &M
M45112353C0025 Dme 1173002005 = TED HOHL&M
Coumt: 2

x- indicates the record has been selected for viewing
* STATUS
Current: &1 required CPARs for this contract have been corapleted or ave not wet due.
Due:The latest CPAR. for this contract should be in progress at this time.
Overdue:The latest CPAR. for this contract has not been corapleted within the 120 day period.
Final: The Final CPAR. for this contract has been cormpleted, no further CPARS are due.

nr &nother Contract Status Beport

trn to the Ilain Ilemm

Contract Number — Click on the Contract Number to view all assessments for the contract number selected.
After clicking on the Contract Number a pop-up window will open that lists all assessments that have been started
or completed for the contract. Click on the contract number for the assessment to be viewed and it will display in
HTML format. Click the View CPAR as PDF button to view the assessment in Adobe Acrobat Reader. If the
assessment has been modified, the pop-up screen contains a View Original CPAR button. Click the View
Original CPAR button to view the original assessment. Click the Print button to print the assessment on a local
printer. Click the Close button to return to the contract status report. A green x will now display in the Viewed
column adjacent to the contract number viewed.

Focal Point — Click on the Focal Point’'s name to view the Focal Point’s profile information, including Name,
Organization, Address, Email Address and Phone Number(s). Click the Close button to return to the list of
assessments.

[Spreadsheet] — Click on the [Spreadsheet] in the upper right hand corner of the list of assessments to create a
Microsoft Excel version of the report.

To run another Contract Status Report, click the Run Another Contract Status Report button and select new
parameters from the Contract Status Parameters screen. The Return to the Main Menu button returns to the
user’s Main Menu.
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RATINGS METRICS REPORT

The Ratings Metrics Report option is available to Focal Points, Command POCs, Senior Command Officials,
and Senior Contractor Representatives. This report is provided to help users monitor the distribution of ratings
for completed assessments.

To run a Ratings Metrics Report, click the Ratings Metrics Report button from the user's Main Menu. A Ratings
Metrics Parameters screen will display. The Ratings Metrics Report can be run to include all completed
assessments by selecting Include All Dates or can be limited to a specific date range by selecting Period of
Performance Date Range and entering the dates in the specified format. NOTE: Focal Points and Senior
Command Officials may also limit the report to a specific APM; Command POC may limit the report to a specific
APM or Focal Point; Senior Contractor Representatives may limit reports to a specific DUNS. Click the Run
Report button.

CPARS

Ratings Metrics Parameters

(* Include Al Dates
" Period of Performance Date Range:

me:l {rrddiyrryy)
Tn:l

APME[ ALL 4

The Ratings Metrics Report will display. NOTE: The below example does not show the entire report.

CPARS Raiings Metrics Report - 10/312003
Data: Period of Performance: ALL; APM: ALL;

AD Recommendation Syaterns|Ship RepairiCrverhaul Services| Information Technology|Operatinns fI‘.:.ta]JI
Definitely Would 2 3 il il I
Frobably Would 0 0 0 0 o o
Ilight or Ilight Mot 4 3 1 0| 2| 10
Frohably Would Hot 4 2 1 0| o 7
Definitely Would Mot 2 2 1 il 1 12
Technical (Quality of Product)  |Svystems|Ship RepairiCrrerhaul Total
Exceptional/Dark Blug) 12 5 17
Wery Crood{Parple) 1] 2 2
SatisfactoryGreen) 1 0 1
Mlarginall Vellow) 0 1 1
ngatisfactory Red) 2 0 2
Product Performance Srsterns|Ship FepairTheerbianl Tot
Exceptional/Dark Blue) 0 0 0
Very Good(Puple) il 0 B
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To run a new Ratings Metrics Report, click the Run Another Ratings Metrics Report button. The Return to the
Main Menu button returns the user to the Main Menu.
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PROCESSING TIMES REPORT

The Processing Times Report option is available to Focal Points, Command POCs and Senior Command
Officials. This report is provided to help users monitor the assessment processing times for assessments
completed within their organization.

To run a Processing Times Report, click the Processing Times Report button on the user's Main Menu. The
Processing Times Report displays.

CPARS Processing Times Report - 10/31/2003

Average Processing Times (Days)
Monith | Number |== 120|= 120 Total | Raie | Contractor | Finalize | Review
of CPARs | Days | Days Commenis

2004-Oct 0 0 1 o 1 0 o 0
2004-Hore 0 0 1 o 1 0 o 0
2004-Drec 0 0 o o o 0 o 0
2005-Tan 0 0 1 o 1 0 o 0
2005-Feb 0 0 1 o 1 0 o 0
2005-Ilar 0 0 1 o 1 0 o 0
2005-Apr 0 0 1 o 1 0 o 0
2005-Iaw 0 0 1 o 1 0 o 0
2005-Tan 0 0 1 o 1 0 o 0
2005-Jul & 0 a T32| TE2 1 1 1
2005-4uz 1 1 o o o 1 1 0
2005-Sep 5 0 5| #0a| =04 1 1 1

Select | Contract Activity [ ad click on a month doove to see Further details below.

I:IPﬂum o the Main I'-.-'Iem\"

The Processing Times Report presents one year of data. The months displayed in blue indicate that assessments
were completed during the month. For each month, the report identifies the number of assessments completed;
the number of assessments completed within the 120-day goal, and the number of assessments that exceeded the
120-day goal. In addition, the total average processing times are provided as well as the average processing times
for each major step of the automated workflow process. The Select drop-down box allows users to “break out”
each month by Contract Activity, APM or by Focal Point. Contract Activity is the default. Choose a selection from
the drop down box, if applicable, and click on the desired month to view a more detailed report.
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Month: 2005-Jul

Average Processing Times (Days)
Contract Activity Mumber == 120 =120 Total Rate Coniractor Finalize Review
of CPARs Days Days Comments
45113 6 0 6 732 732 1 1 1

Click on a Contract Activity abore to see firther details helow.

I:Illetu.m o the Main Menu”

In this particular example, only one Contract Activity (N45112) applies to the user. To view the six assessments
completed for the month, click on the N45112 (Contract Activity) and the report displays processing times
information at the assessment level.

Monih: 2005-Jul Coniract Activity: N45112
Processing Times (Days)
Contract Mumber Period of Performance Focal Point APM Total Rate Coniractor Finalize Review
Comments

M4511233C0007  0722/2001-07/21/2002 TED HOHMMAN (THOHL) HAVIIED 1087 1097 1 1 1]
M4511233C0008  07/22/2001-07/21/2002 TED HOHMAN (THOHL) MAVSHIPYARDS & 5035z 1087 1097 1 1 1]
M4511233C0009 0722/2001-0721/2002 TED HOHMAN (THOHM) FEC(IT) 1087 1097 1 1 1]
M4511233C0010  0724/2003-07252004 | TED HOHMAN (THOHL) LI&RINE CORPS 366 366 1 1 1
M4511233C0011  07i26/2003-07/252004 TED HOHMAN (THOHL) DEPNI&&A) 386 366 1 1 1
M4511233C0012  07i26/2003-07/252004  TED HOHMAN (THOHL) SEA 02 366 366 1 1 1]

I IRetu.m to the Lilam hiennl

The Return to the Main Menu button returns the user to the Main Menu.



Change User Profile/Switch Access Level

Change User Profile/Switch Access Level: This option is identified as Change User Profile at the Contractor
Representative, Senior Contractor Representative, Command POC, Senior Command Official, and Business
Analysis Reports access levels as they are not allowed to switch access levels. The Change User Profile /
Switch Access Level option is available at the Contract Data Entry, Assessing Official Representative, Assessing
Official, and Reviewing Official access levels.

The Change User Profile/Switch Access Level option is very important as it is the primary method that users at
all access levels keep their profile information up-to-date. For example, if a user’'s email address changes, the user
would access the Change User Profile/Switch Access Level option to update the email address in CPARS. The
Change User Profile/Switch Access Level is also used to change user preferences (receive optional email
notifications), to change a user’s password, and to switch access levels, where available. To update user
information, click the Change User Profile/Switch Access Level button from the Main Menu. The User Profile
Menu will display.

CPARS
User Profile MMenu
i oess m1;|ﬁsseaaing Official v| Switch
hiangze User Indormation

hiangze User Preferences

hiange Login Password
eturn to the Ivlain MWenn

Click the Change User Information button and the User Information screen displays.

CPARS

User Information

(felds identified with ®  aye requived)
* T-TS‘HI‘I‘E'm'E:|Fr5ml{ Finch

* Eruail Address: |0 amail@noemail mil
= b otnvity Marne: INSLC

* Street Address: {30 Danjel St

= (ity, State, Zip: IF'nrtstuth, MH 03801
= Corarercial Phone #: [503-431-9460
FAX # |
DSH Phone #|

. Rave Tzer Information
. Feturn to the User Profile Ilenn

Feturn to the hlam Mlenn
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The user is able to update any of the profile information fields noted above. Fields identified with a red asterisk (*)
are required. After all necessary changes are made, click the Save User Information button and a confirmation
pop-up screen displays. Click the OK button. The Return to the User Profile Menu button allows the user to
continue with other User Profile options. The Return to the Main Menu button returns the user to the Main Menu.
A user may want to receive email notifications as assessments move through each step of the workflow process.
To receive optional email notifications, click the Change User Profile/Switch Access Level button from the Main
Menu and the User Profile Menu will display. Click the Change User Preferences button and the User
Preferences screen displays.

CPARS

User Preferences

Send Fmail Notification when a CPAR is...
[ Indtiated by Assessing Official Fep.
¥ Dirafted by Assessing Official f Rep.
[ Rated by Lssessing Official
¥ Reniewed by Contractor
[~ Finalized by Azsessing Official
v Completed by Reniewing Official

. Fave Preferences
. Feturm to the User Profile Ivlenn

Feturm to the Iain vlenn

The user can select to receive optional email notifications by clicking on the box adjacent to the emails he or she
would like to receive. A check will appear in all the boxes selected. Some email options are mandatory and cannot
be de-selected. All mandatory emails are identified with a ‘radio button’ rather than a box. NOTE: That the User
Preference menu and its optional emails are not available at the Contract Data Entry, Senior Contractor
Representative, or Command POC access levels. Click the Save Preferences button and a confirmation pop-up
will display. Click the OK button.

The Return to the User Profile Menu button allows the user to continue with other User Profile options. The
Return to the Main Menu button returns the user to the Main Menu.

To change a CPARS login password, click the Change User Profile/Switch Access Level button from the Main

Menu and the User Profile Menu will display. Click the Change Login Password button and the Change Login
Password screen displays.
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CPARS

Change 1.ogin Password B

Current Password:l

Mewr Pasaword: I

Confirm Mewr Password:l

Passwords are case sensitive and must meet the following specifications:

raust be 2-15 characters

st contain at least two uppercase letters
raust contain at least two lowercase letters
roust contain at least two nurabers

ronst contain at least two special characters

Sane Password

[Feturn to the Uzer Profile Ilenn

Enter the current password in the Current Password: box. Enter a new password in the New Password: box.
The small blue question mark (?) located at the top of the Change Login Password screen indicates that online help
is available for the change password feature. Click on the blue question mark to review the standard DoD
conventions that must be followed when creating passwords. The password will display as asterisks. Re-type the
password in the Confirm New Password: box. NOTE: The password is case sensitive and must contain 9-15
characters, and must contain at least two uppercase letters, two lowercase letters, two numbers, and two special
characters. Passwords cannot contain any characters more than twice in a row. The last five passwords are kept
and may not be reused, and passwords are valid for a period of 60 days. If a user logs onto CPARS with an
expired password, the Change Login Password screen is presented and the user will be required to establish a new
password. Click the Save Password button and a confirmation pop-up will display. Click the OK button.

The Switch Access Level option is available at the Contract Data Entry, Assessing Official Representative,
Assessing Official, and Reviewing Official access levels. Switch Access Level allows the user to switch between
two or more roles only when the Focal Point has provided the user with multiple access levels. To switch access
level click on the Change User Profile/Switch Access Level button from the Main Menu. The User Profile Menu
will display.

CPARS

User Profile Menn
Switch

b coess ]_m»e}lAsaessing Official

i
Assessing Official
Reviewing Official

hange Login Passwond
Fetum to the Ifain henn

The Access Level drop-down box identifies each of the access levels the Focal Point has authorized. To switch
levels, select the desired access level from the Access Level drop-down box and click the Switch button. The
user will be taken to the Main Menu of the switched access level. The user will only have access to the contracts
and assessments that have been authorized by the Focal Point for the switched level. NOTE: The switched access
level will remain in effect until the user switches to a different access level.

65



User Feedback

The User Feedback option is available at all access levels and allows CPARS users to identify and submit system
problems, make suggestions for system improvements, or recommend changes in policy. To submit comments,
click the User Feedback from the user's Main Menu and a System Feedback screen will display.

CPARS
system Feedback
Tupe of Reguest: | Salart j
Reguested Prionity: | 2o|act j
Short Description:
Dlescription: ﬂ

. Subiit Feedback
. Fetum to the Idain Ienn

Select the type of request from the Type of Request drop-down box. Select the priority of the request from the
Requested Priority drop-down box. Enter a brief description in the Short Description box and a complete
description in the Description box. Click the Submit Feedback button. Click OK when the confirmation message
displays. The help desk monitors CPARS for all feedback submitted. Requests for enhancements and policy
changes are routed through the Configuration Management Board (CMB) for review, discussion, and disposition.
However, please be aware that the CMB currently meets three times a year. Users submitting feedback will
receive a response and an explanation of the CMB’s decision on whether or not an enhancement or change will be
accepted. The Return to the Main Menu button returns the user to the Main Menu.
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CPARS EMAIL NOTIFICATIONS

The CPARS application will send the following email notifications:

An automatic notification will be sent to the Assessing Official and Focal Point 30 days prior to when the
assessment is due to be started. This email is weekly and continues until the assessment is initiated.

An automatic notification will be sent to the Assessing Official and Focal Point when an assessment has
not been completed within the 120-day goal (overdue). This email is weekly and continues until the
assessment is completed.

When the Focal Point auto-registers a contract but no users are assigned. This email is weekly and
continues until users are assigned.

When the Focal Point assigns users to a contract but the contract has not been registered. This email is
weekly and continues until the contract is registered.

When the Assessing Official Representative forwards an assessment to the Assessing Official.

When the Assessing Official forwards an assessment to the Contractor Representative.

When the Contractor Representative returns an assessment to the Assessing Official.

When the Assessing Official sends an assessment to the Reviewing Official.

The Contractor Representative receives an email when the assessment is completed.

An automatic notification will be sent to the Assessing Official and Contractor Representative identifying
assessments that have been forwarded to the Contractor Representative for review and comment, but
have not been returned to the Assessing Official. This email is weekly and continues until the assessment
is returned by the Contractor Representative or is retrieved by the Assessing Official after the 30-day
comment period has expired.

An automatic notification will be sent to the Assessing Official when the contractor 30-day comment period
expires. This email is weekly and continues until the assessment is returned by the Contractor
Representative or is retrieved by the Assessing Official.

An automatic notification will be sent to the Focal Point identifying assessments that are archived because
the contract completion date is a year past..
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USING CPARS EFFECTIVELY

When Registering Contracts or Working on Assessments:

e The small blue question mark (?) indicates online help is available for the adjacent field.
Click on the blue question mark and the online help window opens.

e Ared asterisk (*) designates a required field. All required fields must be completed to
register a contract. However, assessments can be started and saved without all required
fields being completed. For assessments, required fields must be completed whenever
assessments are validated and sent to the next workflow step.

e A small calendar located adjacent to a date field allows the user to populate the date field
with the use of a mouse. Click on the calendar and select the correct date. This will
assure the date is entered in the correct format.

e There is a character counter located at the bottom of data entry screens that help users
identify how many characters they have entered in text fields. Keep an eye on the
character field to determine how much text has been entered.

e CPARS has a time-out feature of 20 minutes. The time-out clock is located at the bottom
of data entry screens and appears whenever the system is idle (user not typing). If the
user has a data entry screen open and no work is performed for 20 minutes the system will
perform an automatic save. The time-out clock is re-set whenever the user performs a
save or clicks on any of the green tabs.

e Aredbar === peneath a Rating Tab indicates that at least one element has been
rated.

General System Information:

e Have you received an email advising that you have an assessment to work on? Use the
To-Do List to open and work on the assessment.

e Use the Forgot Password feature to receive a system-generated, temporary password.
You will still have to remember your User ID. Your Focal Point and the Help Desk also
have the ability to reset passwords.

e The CPAR Status Reports and Contract Status Reports are available to help monitor the
status of contracts and assessments.

¢ Run a CPAR Status Report (List of CPARS) to identify who has access to an assessment
(User List) or to find out the history of the assessment (Activity Log).
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